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Determining Estimate Dates

This section will explain how to determine the dates to generate estimates for an
individual contract.

E SiteManager Panel

M ain Panel T Contract Adrministration(+] ]

Draily Safark: Contractor Change Civil thhts[+] b aterialz Aocezsories(+]
R eporks[+] P avmnents(+] Orders(+] b anagement[+]

To determine when you are to pay the estimate, “double-click” on Contract
Administration located on the Main Panel.

E SiteManager Panel

M ain Panel T Contract Administrationf+] I Contract Records(+]
Reference Contract Contractaor Repaorts [CA4+]  Process List

T ables[Chv] Records(+] NEEGEREI=a0k]

“Double-click” on Contract Records (+).

E SiteManager Panel

tdain Panel T Contract Administration|+] T Contract Records[+]

ilgstone
& ' &J
e . &
W kilestones Projects Categaries Items Contract Contract
Funding Athority
K.ep Dates Checklizt Checklizt Event Corespondence Plan Force Accountz Dizputes/Claims
Scheduled Dates Log Digcrepancies
Eventz

“Double-click” on Contracts.
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ﬂ Select Contract g]

Selection
@ Contract [0 |
Find : |
Contract ID
Contract ID Yendor ID Fed State Proj Hbr Status County Lvl2 Lvl3 Lvl4 Loca *
R -30002 99-9393358 STP 3357005 ALCTY coaz EED OM SR 261 AT 04
F -30003 99-9999577 STP 3387005 ALCTY COav7 EEO OM SR 261 AT 04
R -90004 LCTY lcos7  [een [ | [ONSR 25147 04
R -30005 99-99939355 STP 3387005 PEND Coa? EED OM SR 261 AT 04
F -30008 95-9393399 STP 3387005 ALCTY coaz EED OM SR 261 AT 02
F -30007 99-9999988 STP 3387005 ALCTY COav7 EEO OM SR 261 AT 04
v
4 >

118 Cancel

The Select Contract and Estimate window appears.
The Bottom Panel contains the following columns:
e Contract ID: the Contract ID is the identification number assigned to the
contract.

¢ Vendor ID: the Vendor ID is the INDOT assigned identification number for the

Prime Contractor.
e Fed State Proj Nbr: the Fed State Proj Nbr is the unique identifier for the
project.

e Status: the Status column indicates current status of the project, Active, Pending,

Complete, or Archived.

¢ County: the County column shows the county where the majority of the work is

located.

Lvl 3: The Lvl 3 column is currently not utilized by INDOT

Lvl 4: The Lvl 4 column is currently not utilized by INDOT.

Location Description 1: the Location Description 1 column contains the
description of the actual limits of the contract.

“Double-click” on the appropriate Contract ID.
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¥ AASHTO SiteManager
File Edit Services ‘Window Help

ERTE De=sgld @0 i

Description ° Location * Payment Data °  Critical Dates ¥ Frimary Personnel “Prime Cortractor ~ DEE Commit  © Training Flan
Contract ID: [ 90004 INDOT Fed St/Pr Pri Nbr: (ST 3357005
District: |550 Area: Funding
5 _ 5 " Federal
Progress Sched: | Yariance Pct: 0o " State/Province
Desc: [NTERSECTION IMPROVEMENT AND TRAFFIC SIGMAL MODERNIZATION + Both
Time Charges: IWDF!K DaYS Bid Days: 70 Bid Amt: $658,493.35
Contract Type: |INTEF|SEETIDN IMPROVEMENT [ Fed Oversight
Work Type: |INTEF|SEETIDN IMPROVEMEMT [ Local Oversight
Proposal Fund Type: F/S
Spec Yr:| 1995 Unit System: Metric Suppl Spec Bk Yr: | 2004 Alt 1D:

[;H"a_gt_a X Wage Decizion ID Wage Decizsion Description Genrl Wg Dcsn ID
seision: Ghate Default \Wage Decision INDOTOOT I

A Window will appear with eight tabs.

¢ Description: The Description tab contains basic data regarding the contract

¢ Location: the Location tab contains information pertaining to the project
site location.

e Payment Data: the Payment Data tab presents a summary of payments
made to date.

¢ (ritical Dates: the Critical Dates tab presents the projected or actual dates
of selected contract events.

¢ Primary Personnel: the Primary Personnel tab lists principal INDOT
assigned to the contract.

¢ Prime Contractor: the Prime Contractor tab lists basic information for
the Prime Contractor.

e DBE Commit: the DBE Commit tab list basic information regarding the
contractor’s DBE Commitments.

¢ Training Plan: the Training Plan tab is not utilized by INDOT.

For this exercise we are interested in the dates of Progress Estimates.
“Click” on the Payment Data tab.
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¥ AASHTO SiteManager

File Edit Services ‘Window Help

raell I == T HE i

* Description ¥ Location .':..PaymenlDala * Critical Dates F‘nmaryF‘ersonnel Prime Contractor ~ DBE Commit Training Plan

Contract 1D: F -90004 Current Contract Amt: $658.493.35
Generate Estl Day: |_4 Contract Limit Amt: $.00 Liquidated Dam R ate Amt: $1.100.00
Generate Est2 Day: m Contract Limit Pct: 0o [ Auto Liquidated Dam

[~ Price Adjmnt Ind
RETAINAGE
‘ [~ Securities Allowed [~ Retain Stkpiled Ind [+ Unlimited Escrow Max Ezcrom Amt: $.00 ‘
- -
Retainage Changes:
Work Compl Basis Effect Date Pct Pct Baze Max Pct Max Amt Lump Amt  Tragr Pct Tlgl Base
211405 = 5

WORK IN PLACE

The Payment Data Tab contains the following data in the Top Panel:

Contract ID: the Contract ID is the identification number assigned to the
contract.

Current Contract Amount: the Current Contract Amount is the Original
Contract Amount plus all approved Change Orders.

Generate Estimate 1 Day: the Generate Estimate 1 Day is the date of each
month for generating the first estimate of the month.

Generate Estimate 2 Date: the Generate Estimate 2 Date is the date of each
month for generating the second estimate of the month.

Contract Limit Amount: the Contract Limit Amount field is not being utilized
by INDOT; the amount indicated should be set at $0.

Contract Limit Pct: the Contract Limit Pct field is not utilized by INDOT the
amount indicated should be set at 0%.

Liquidated Damage Rate Amt: the Liquidated Damage Rate Amt is the
specified amount to be charged for each day of overrun should the contractor fail
to complete the project on time.

Retainage Check Boxes & Escrow Amt: the Retainage Check Boxes and
Escrow Amt box are not being utilized by INDOT.

The Generate Estl Day and Generate Est2 Day are listed.

Generate the Progress Pay Estimates on these two dates of the month.

For example, if the contract number ends with a 6, then the first estimate of each month
will be on the sixth (Generate Estl Day). The second estimate of the month will be two
weeks later, on the 20™ of each month (Generate Est2 Day).

Return to Main Panel by “clicking” on the Close & button located on the toolbar.

D-1-2-1 Page 4 of 77



Determining Estimate Dates
D-1-1-T Group Exercise
Determine for Contract R — 90004, the cutoff dates of the month for preparing Contractor Pay Requests

Log into SiteManager as d90afaul
Password pass

Navigate from Main Panel:

“Double-Click” on Contract Administration (+) icon
“Double-Click” on Contract Records (+) icon
“Double-Click” on Contracts icon

“Double-Click” on Contract ID: R-90004

“Click” on Payment Data Tab

View the Generate Estl Day

View the Generate Est2 Day

“Click” on the Close located on the Toolbar.
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Generating an Estimate

This section will explain how to generate an estimate.

NOTE: In order to Generate an Estimate you must be logged into SiteManager as a
PE/S. For training purposes use the UserID: d90bclip and password: pass.

E SiteManager Panel
Main Panel Contractar Paymentz(+] ]
e i S R BH
Contract Draily Wi ork, Contr: actar Change b aterialz Accessones(+]
Administration[+]  Reports(+] Fayrnents(+] Orders(+] b anagement(+]

From Main Panel, “double-click” on Contractor Payments (+).

E SiteManager Panel

| tain Panel T Contractor Payments[+] T E stimate(+]

E stirmate(+] Frocess List

“Double-click’ on Estimate (+)

E SiteManager Panel
tain Panel T Contractor Payments(+] T E stimate[+]
¢
Generate E stimate E stimate Eztimate ke Estimate [tem  Estimate History E ztimate
E stimate Surmmary Dizcrepancy Detail Paybook, Approval

E shimate
Tracking

“Double-click” on Generate Estimate.
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Selection

E Contracts E]

F Contract |

Find: |

Contract

R -30006
R -30007

Contract 1D Yendor ID Fed State Proj Mbr Status County Lvl2 Lvl3 Lvl 4

lcosr feen | | |OMSR 281 AT OBKE
95-9393939 STP 3357005 ACTY coa? BED ON SR 261 AT 0AK
953-9333338 STP 3357005 ACTY coay BEO ON 5R 261 AT 04K

118 Cancel

The C

ontract Selection Panel will appear with the following information:

The Bottom Panel contains columns for:

Contract ID: the Contract ID is the identification number assigned to the
contract.

Vendor ID: the Vendor ID is the INDOT assigned number identifying the Prime
Contractor.

Fed State Proj Nbr: the Fed State Proj Nbr is the assigned Federal or State
Project Number.

Status: the Status field indicates the current status of the contract, i.e. Pending,
Active, Complete, Archived.

County: the County field contains a letter and number code identifying the county
where the majority of the work is located.

Lvl 2: the Lvl 2 column indicates the District office administering the contract.

Lvl 3: the Lvl 3 column is not utilized by INDOT.

Lvl 4: the Lvl 4 column is not utilized by INDOT.

Location Description 1: the Location Description 1 column is the description of
the actual limits of the contract.

“Double-click” the appropriate Contract ID.

NOTE: The Contract ID cannot be selected to generate an estimate if the Notice
to proceed date has not been entered in the Critical Dates tab of the Contract
window.
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¥ AASHTO SiteManager

File Services Window Help

B DeEe g

Contract ID |R -30004 Last Estimate Number: noo4
G te Estimate Number: 0005
Date Type
Begin: |07/19/200; + Progress

End: [12/04/07 |

December 2007
S M TwWTF &

1
z 2[4 86 7 8
9 10 11 12 13 14 15 [~ Delay Generation
16 17 13 19 20 21 22
23 24 25 26 27 22 10
30 3

K=LIEd

The window requires the following information
¢ Contract ID: the Contract ID is the identification number assigned to the
contract.
¢ Last Estimate Number: The Last Estimate Number is the number of the last
progress payment generated by SiteManager for this contract.
¢ Generate Estimate Number: The Generate Estimate Number is the next
number, sequentially, of the progress payment to be generated.

SiteManager will automatically fill in Last Estimate Number and will automatically
choose the next Generate Estimate Number.
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M AASHTO SiteManager,

File Services “Window Help

eI = =

Contract ID |R -30004 Last Estimate Number: 0oo4
G te Estimate Number: 0005
Date Type
Begin: [07/19/2007 i+ Frogress
December 2007
S M TWTF 8
1
2 3[4 5 68 7 8
910 11 12 13 14 15 [~ Delay Generation
16 17 18 19 20 21 22
23 24 35 26 37 28 29
a3
€| m] >

e Date, Begin: the Date, Begin will be the day following the End date of the
previous estimate. SiteManager will automatically fill the beginning calendar
date. The date for the first estimate will be the same date as the Engineers Notice
to Proceed.

e Date, End: The Date, End is the final date of the estimate period.

To select the End date for the estimate period, “click” on the date on the calendar.
“Clicking” on the right and left arrows on the calendar can change the month.
“Click” on the appropriate End date.

NOTE: The default End date will correspond with the most recent “Generate EST Day”
shown in the Payment Data Screen (see pages 4 of 6 of module D-1-1
“Determining Estimate Date”). If the most recent Generate Est Day is less
than two weeks prior to the scheduled date the estimate is to be generated, then
the default date is the date the estimate is generated.

Note: The End Date cannot contain a date greater than the current date or
less than the Estimate Generation Period Begin Date.
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¥ AASHTO SiteManager

File Services ‘Window Help

BErE D@ g i

Contract ID |R -30004 Last Estimate Number: 0oo4
Generate Estimate Number: 0005
Date Type
Begin: [07/19/200: (+ Progress
End: [12/04/07 ©

December 2007
S M TWTF §

1
z 2[4 8 6 7 8
9 10 11 12 13 14 15 [~ Delay Generation
16 17 13 19 20 21 22
23 24 25 26 27 28 20
30 3

< a5

e Type, Progress: The Progress Type estimate is a partial payment for work
performed by the contractor during the period of time indicated.
Note: PE/S will only generate Progress estimates.

e Type, Final: The Final Type estimate is the final and last progress payment for
the contract.

NOTE: When a Final estimate is generated the contract will be locked.

“Click” the button for the correct Type of estimate, Progress or Final.
Delay Generation: the Delay Generation check box will cause the estimate to be
processed overnight. Otherwise, the estimate will be processed in the background.

“Click” on Delay Generation, if appropriate
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¥ AASHTO SiteManager

File Services Window Help

BRE Dee g

:
ﬂ Generate Estimate
Contract 1D |R -30004 Last E stimate Number: 0004
Generate Estimate Number: 0005
Date Type
Beagin: [07/19/200% + Progress

December 2007
S M TWTEF §

1
2 3[4 5 6 7 8
910 11 12 13 14 15 [~ Delay Generation
16 17 12 19 20 21 22
I3 24 35 36 37 28 29
30 3

*|m| >

“Click” on the Generate Estimate [y button located on the toolbar.

AASHTO SiteManager |

@ E ztimate already existz for generation peniod. Do pau want to delete it 7

If an estimate was previously generated for the same generation period, this message will
appear. To delete the previous estimate and replace it with a new estimate, “click” on
Yes. “Clicking” No will end this generation process.

AASHTO SiteManager =]

@ Job submitted to BACKGND

This message appears after the estimate is generated. “Click” OK.
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Client Job Monitor x|

@ Process QCPIMTESE submitked.

“Click” OK.

DPS Status Monitor x|

@ Profile QCPIMTESE For process SMEAPP has completed

“Click” OK.

“Click” the Close = button located on the toolbar.

NOTE: The following Inbox information will NOT appear in the training database.

¥ AASHTO SiteManager

File Services Window Help

MW F & o7 i ##

User Name Date-Time Subject

SYSTEM 08/30/06 10:50:08 |Est. Nbr = D002 for R -90004

|§YSTEM | 08/30/06 10:50:07 |I:Cont R -90004 exceeds auth. cont. Imt amt by55142.
[SYSTEM | 03/23/06 10:32:53 |Est. Mbr = 0007 for R -90004 finished successfully
[SYSTEM | 03/23/06 10:32:52 |I:E0nt F -90004 exceeds auth. cont. Imt amt by25375, 37

finizhed successfully

When the Estimate has been generated, a message will be sent to the In-Box, (located in
Accessories), stating if the estimate generation was successful or failed.

“Click” the Close & button located on the toolbar.
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Printing the Invoice, Progress Estimate and Project Item
Report

NOTE: Printing the Progress Estimate can only be done via CITRIX on
active Contracts. This process will not work in the training database.

This module will explain how to print the Invoice and Progress Estimate and Project Item
Report.

For now the estimate will be printed out for the contractor to sign. This signed estimate
will stay with the contract records.

The Invoice, Progress Estimate and Project Item Report have to be processed and printed
to be given to the contractor.

o SiteManager Panel
Main Panel T Contractor Payments(+] ]
S X E
Contract Craily e ark E:.:.r.r,r.a.::r,.:_.r _ Change kd aterialz Aocessones(+]
Adrministration[+]  Reportz(+] Pavrnents(+) Orders(+] b anagement+]

T Contractor Paymentz[+] ]

=]

Estimate(+] Process List

“Double-click” on Process List.
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¥ AASHTO SiteManager

File Services ‘Window Help
el P
E Process List

Process 1D Process Type Process Description

m Invoice and Progre: timate and Project tem Report

CSUMRPT Cuigtom Contract [tem Summary Feport

Verify that the Process Description, Invoice and Progress Estimate and Project Item
Report is highlighted or Process ID INVERPT.

“Click” the Run Process & button located on the toolbar.

Cancel |

Submit | Parameters |

“Click” on Subset.

Cantract Id

Fed St Prj Mbr EstMbr | PrdEnd Dt | Gen Dt Gen By |EstStatug]  Vendld
4 0 E

S5TP 5 nom clip |APRY (3 E

R -30004 STP 3387005 0ooz 20060815 200680306 d30bclip  |APRY  |93-3393366
R -30004 STP 3387005 nooz 20060304 20060306 d30bclip  |APRY  |93-3333366
R -30004 STP 33587005 0oo4 20060304 20060305 d30bclip  \PEMD  |93-3333366
R -30007 STP 33587005 0om 20050316 20061101|d30afaul  |APRY  |93-3333333
R -30007 STP 3387005 nooz 20070521 20070530 d90afaul  \PEMD  |99-9333323
R -3000& STP 3387005 nooz 200502820  200681019d90afaul  |APRYW |93-9333339
R -3000& STP 3387005 0om 20050216 200681018 d90afaul  |APRYW |93-9333333
R -3000E STP 3387005 0003 20070420  20070425d90bclip  \PEMD |99-9333339
deadlnnd STP 3387005 0om 20060718 20070612 dalex PEND  |99-9333366

w d
[ ok | cancel |

Choose the appropriate Estimate Nbr.
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F Confirm Process Submission |

Cancel |

Submit | Parameters |

“Click” the Submit button.
Client Job Monitor |

\!‘) Process INVPERPTC submitted.,

This Process submitted message will appear. “Click” OK.

DPS Status Monitor |

\!‘) Profile INVPERPTLD for process INVPERPT has completed

This DPS Status Monitor message will appear. “Click” OK

¥ AASHTO SiteManager
File Window  Help

atus
Run Process

ﬂ Process List

Process ID Process Type Process Description
SM-Standard Summary to Contractor

“Click” on Services, then “click” on Process Status.
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¥ AASHTO SiteManager
File Edit Window  Help

BT =

" Regular ~ Scheduled
Process Mame Status Date Queue Start Time End Tin]
Submitted Time
RCPCSURMTA Completed 104242006 0710 am 0710 am 0710 am

RCPCSUMTA

-
|

If Process Running does not show in the Status column, the most recent process
generated will be at the bottom of the list.
“Double-click” on the appropriate Process Name. Verify the correct date and time

¥ AASHTO SiteManager
File Edit Services Window Help

el U=

™ Files For Process INVPERPTA

[~ Show system files

OUTPUT.THT 22317 3/5/2007
PROCLOG.TXT 862 2/5/2007 17:.26:28
Sys.xml 1813 3/5/2007 17:26:25

“Click” in the Files for Process panel.

“Double-click” on Output.pdf.
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cpy44 pdf - Adobe Reader - [3] %]

File Edt View Document Tools Window Help *
N N +
@ *|@v a1z i® ® [e%]- | H d [Fina
-
FORM DAC-25 INDIANA DEPARTMENT OF TRANSPORTATICN
AFFROVED BY STATE 50ARD OF ACCOUNTS 2006 CONTRACT INVEICE - VOUCHER
STATE FORM 252 (RORAE) AND
PROGRESS ESTMATE Print Date: 061207
CONTID : R 20004 WOUCHER NG : 0002 SEM-MONTHLY (EVERY 2 WEEKS) SPEC S5
PCH : SE20T1A DISTRICT OFFICE - 550
CONTRACT DESCRIPTICN: TIME ALLWD - 70 WORK DAYS
INTERSECTION IMPROVEMENT AND TRAFFIC SIGNAL MODERMIZATICN
PROJECTNO - 02 -3367005 s2 MATCHED INVOICE NO. - 05022568003
TRAFFIC SIGNAL MODERMIZATION PVB000S02266303
NAME OF ROAD SR PURCHASE ORDER NO. - 05022668
PROJECT COUNTY -
DATEOFP.O. - 03ze0s
CONTRACTOR:  02.0920055 APORC. ACCT. NO (300 - 4000/5E50001108500
PANVEUMRIGHT CO APPRC. NAME - FORMAL CONTRACTS
Enler Campany address hane
Enler Campany address hane
Enter ity here N Enter 2ip Ertar Fane & STATE SHARE: s000
FEDERAL SHAR: $2.930.60
LCCATICNCCDE - 500 TOTAL DISSURSEMENT © $2.930.80
FUNCTIONCOOE: 24
OBJECT CCODE . 650 AMT PAID
COSTALCCT.: 703 AMTLIG.
PAYMENT PERICD ENDING DATE: 031805 APPROVED FOR PMT
TODATE THIS STATEMENT
AWD PROJECT AMT §73,200.68 FARTICIPATING EE] $2550.60
CURRENT PROJECT AMT §78,20968 NON-PARTICIPATING 0.00 0.00
PERCENT COMPLETE 233 TOTAL ZARNINGS 73680 2.930.80
PRCJECT ALLOCATED FUNDS §78,20968 MATERIAL ALLOWANCE 0.00 0.00
PRCOJECT FUMDING BALANCE §71,082.88 GROSS SARNMNGS 73680 2.930.80
P.C. AMCOUNT §78,20968 RETAINAGE 0.00 0.00
LESS: PAY TO DATE §7.216.80 NET EARNINGS 731680 2.930.80
P.C. BALANCE §71,082.88 UQUIDATED DAMAGES 0.00 0.00
CLAIME ADJUSTMENT 1 0.00 0.00
CLAIME ADJUSTMENT 2 0.00 0.00
CLAIME ADJUSTMENT 3 0.00 0.00
AMOUNT DUE 73680 2.930.80
CTHER ADJUSTMENTS 0.00 0.00
AFFROVED FOR PAYNENT 5Y BAYASLE S20E060
PES: Famer, Frank
Approval By Clipper, Buzz Approval Date: (ROEDS
-

#istat| | (39O & O = [#] @ | Ofmboc-.. | #]01Gen.. | (52 Wind..-| BEDPS Sta...| & AsSHT.. |

cpydd

ks > [BEIm2 2 PO B, e26AM

The Invoice and Progress Estimate and Project Item Report will open.

cpy44 pdf - Adobe Reader A

File Edt View Document Tools Window Help

& ® |?u.s% .

X IOk

IFirld -

5

FORM DAC-25
APPRCVED BY STATE BCARD CF ACCOUNTS 2008
STATE FORM 232 (RO9N0E)

INDIANA CERARTMENT OF TRANSFORTATION
CONTRACT INVOICE - WOUCHER.
AND
PROGRESS ESTIMATE

Print Datte: 061307

* Nen Participating ikem

Items paid by project can be viewed on this report.
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Coract ID: R -50004 PCN: 3820714 Profect: 02 3397005 502
=rof Line 72m Code | Cesciplion CumeniQy  Umis @y Amaunt This Penod Cumuiave Amount
urlt Frice oty Ths Est
oy
Catagory Humbar: 0001 TRAFFIC SIGNAL MODERNIZATION
0005 0508552/ CONDUIT, STEEL. GALVANIZED, SImm IEM0 m 500 52.930.80 3559530
4500000 62.100
116500
Catapory 0001 Currant Amt $17.088.00 $2.580.80 $5,558.80
Srofect Tatal CutentAnt 517.088.00 52.330.60 3559530




B2 Adobe Acrobat Professional - [cpyCC. pdf] Ell@b__(l

* File Edt View Document Comments Tools Advanced ‘Window Help g X

D F @y _EIL = i.%. - &v GaJ ﬁ Search |- m Create PDF ~ ’53 Comment & Markup » o7 Send for Review + ﬁ Secure - ZSIQH - 2_5— Forms =

T setect :k, @%v P B g (5). ® | D‘.. Yid - @ e ~

oy
|

B>

Waucher Report 0002 for contract R -25665-G cannot be generated for the following reasonis)...
1. Ermor SMW: Contact ihe SReManager System Asminlstrator.

: Bookmarks

B2 Adobe Acrobat Professional - [cpyCC. pdf] |- _||_|:T’ \|
L File Edit VYiew Documert Commenks Tools  Advanced  Window  Help - 8 %
G = 5 D= : s € n & = B
==Y = | =- (f' GaJ ﬁ Search |- E Create PDF - ,\E,:—j Comment & Markup ¥ 57 Send for Review = B Secure ZSIgn - 55| Forms -
[ rs HHCY * | 5 03
5 elect - \2 1% - = Help -
(L0 | L sect L Ll © [ |- @ Xri Qe
»
]
= ESTIMATE COULD MOT 5E PROCESSED e
=
E FORM DAC-25 INDIANA DEFARTMENT OF TRANSPORTATION
H AFSROVED BY STATE BOARD OF ACCOUNTS 2006 COMTRACT INVOICE - VOUCHER
-] STATE FORM 253 (R09106) AND
a FROGRESS ESTIMATE Frint Date: D3OSAIT
i CONTID - R -25866-G VOUCHER NO - 0002 SEMI-MONTHLY (EVERY 2 WEEKS) SPEC 33
2 PCN * 0200712 DISTRICT OFFICE © 620
=
2 CONTRACT DESCRIFTION: TIME ALLWD : D/28/03 FIXED COMBLETION DATE
INTERCHANGE MODIFICATION, TRAFFIC SIGNAL MODERNIZATION L
> | PROJECT NO - NA -0BES1TT MATCHED INVOICE NO. ;002

If there are errors in approving an Estimate, then the errors will be listed on the first page
of the report. There will also be an “ESTIMATE COULD NOT BE PROCESSED” label
on the top of each page of the report.

=
“Click” the Print “# button located on the toolbar. The report will print on the default
printer.

“Click” on the X in the upper right hand corner to close the Report window.
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¥ AASHTO SiteManager

File Edit Services Window Help

BT S

™ Files For ProclEaIVPERPTA

[~ Show system files

d

MName

OUTPUT.TRT 22317 3/5/2007

PROCLOG.TXT BE2 3/5/2007
Syz.uml 18133/5/2007

“Click” on the Close & button located on the toolbar to close the Files for Process
INVPERPTA box.

“Click” on the Close & button located on the toolbar to close the Process Status Box.

“Click” on the Close & button located on the toolbar to close the Process List Box and
return to the Main Menu.
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Viewing the Estimate Summary

This module will explain how to view the Estimate Summary.

o SiteManager Panel
Main Panel T Contractor Payments(+] ]
S R @A
Contract D aily Work, Cantractar Change M aterials Accessones(+]
Adrministration[+]  Reportz(+] Pavrnents(+) Orders(+] b anagement+]

“Double-click” on Contractor Payments (+) from the Main Panel.

E SiteManager Panel

| tain Panel T Contractor Payments(+] T E stimate]+]

E stimate(+] Frocess List

“Double-click” on Estimate (+).

oL SiteManager Panel

kd ain Panel Contractor Payments[+] T E stimate[+]
5 L T v
Generate !E:s:tirnate E stimate Estimate [tern  Estimate Higtory E stimate E stimate
E ztimate aummary Digcrepancy Fapboak, Appraosal Tracking

“Double-click” on Estimate Summary.
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E Select Contract and Estimate g|

Selection

Contract |
" Estimate |

Find: |

Contract

Contract ID Yendor ID Fed State Proj Hbr Status County Lvl2 Lvl3 Lvl4 Locatio

lcosr  lee0 | | |ONSR251AT DAKG

R -50006 95-9933339 STP 3387005 ACTY coaz BED OM SR 261 AT D&k

R -50007 95-959353928 STP 3387005 ACTY coaz BED OM SR 261 AT D&k

£ >
Cancel

The Select Contract and Estimate window appears.
The Bottom Panel contains the following columns:

¢ Contract ID: the Contract ID is the identification number assigned to the
contract.

¢ Vendor ID: the Vendor ID is the INDOT assigned identification number for the

Prime Contractor.
¢ Fed State Proj Nbr: the Fed State Proj Nbr is the unique identifier for the
project.

e Status: the Status column indicates current status of the project, Active, Pending,

Complete, or Archived.

¢ County: the County column shows the county where the majority of the work is

located.
Lvl 2: The Lvl 2 column shows the District office administering the contract.
Lvl 3: The Lvl 3 column is currently not utilized by INDOT.

Lvl 4: The Lvl 4 column is currently not utilized by INDOT.

Location Description 1: the Location Description 1 column contains the
description of the actual limits of the contract.

“Double-click” on the appropriate Contract ID.
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ﬂ Select Contract and Estimate @

Selection

Contract

| -g0004
E stimate |

—

Find: |

E stimate

Estimate
Number

Met Pay Period PM PH Last Appr. Last Appr. Est

End Date Uszer ID Appr. Date User ID Date  Stat
0/00/00 | [00/00/00 [PEMD |
07/20/07 d30afaul 07/20/07  [APRY
09/06/06 d30bclip
09/06/06 d30bclip
05/23/06 d30bclip

et

0004 $249.2507/18/07

d90afaul
d30bclip
d30bclip
d30bclip

0003 $2.980.80(08/18/06
0002 $95,766.74(08/04/06
0001 $25,375.37|07/18/06

03/06/06
03/06/06
03/23/06

PR
PR
PR

118 Cancel

The Select Estimate screen opens containing to following information:
The Lower Panel contains the columns for:
¢ Estimate Number: the pay Estimate Number for the data on this line.
e Net Pay: the Net Payment for this estimate
¢ Period End Date: the Period End Date is the final day of the estimate period.
e PM User ID: the PM User ID is the SiteManager User ID of the Project
Engineer/Supervisor generating the Estimate.

PM Appr. Date: the PM Appr. Date is the date the PE/S approved the estimate
for payment.

Last Appr. User ID: the Last Appr. User ID is the SiteManager User ID of the
last person approving the Pay Estimate for Payment. Usually applies only to the

Final Pay Estimates.

e Last Appr. Date: the Last Appr. Date is the date that the Last Approver
consented to payment of the estimate. Usually applies only to Final Pay
Estimates.

o [Est. Stat.: the Est. Stat. is the current status of the Pay Request. Status will be

shown as either Approved (APRYV) or Pending (PEND).

“Double-click” on the Estimate Number to be viewed.
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¥ AASHTO SiteManager

File E Services Window Help

ERLEY = L E L™

Contract ID: |[R-90004 ~ Estimate Nbr:  [0005

Previous This Total [$)

Estimate[z] [$] Estimate [$] To Date
Item Earnings: [ $124372.16 [ $985.00 | $125,357.16
Participating: [ $100,961.09 [ $res00 | $101,749.09
Non - Participating: [ $23.41.07 | $197.00 | $23,608.07
Retainage: [ $000 | $0.00 | $0.00
Stockpiled Materials: [ $0.00 | 000 | $0.00
Incentive: [ $000 | $000 | $0.00
Disincentive: [ $0.00 [ $0.00 | $0.00
Liquidated Damage: [ $0.00 [ $0.00 | $0.00
Other Adjustments: [ $0.00 [ $000 | $0.00
Paid To Contractor: [ $12437216 | $985.00 [ $125,357.16

v p
F)eﬁcienl Paprolls: [ Civil Rights Rpt. Deficiency: [ ltem: [ v ‘
Subcontractors Paid : [

The overall summary of the estimate selected will appear. The information displayed is:
e Contract ID: the Contract ID is the identification number assigned to the
contract.
¢ Estimate Nbr: the Estimate Nbr is the sequential number of the pay estimate data
being displayed.

Data for the pay estimate selected is displayed in the columns:
e Previous Estimate (s) ($): the Previous Estimate (s) ($) column contains the
combined totals for all previous estimates.
e This Estimate ($): the This Estimate ($) column contains data for the pay
estimate selected.
e Total ($) to Date: the Total ($) to Date column contains the sum of the
Previous Estimate columns and This Estimate Column.

Data displayed in the columns includes:
e Jtem Earnings: the Items Earnings fields shows the amount paid to the
contractor for work performed on contract work items.
¢ Participating: the Participating fields shows the amount earned (from Federal
funds) on federally funded contract work items.
¢ Non-Participating: the Non-Participating fields show the amount earned (from
State funds) or for work on contract items that are not Federally funded.
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¥ AASHTO SiteManager

File £

Services Window Help

BNl OmE "

E Estimate Summary

Contract ID: |[R-90004 ~ Estimate Nbr: 0005

Previous This Total [$]

E stimate[s] [$) Estimate [$) To Date
Item E arnings: [ $124.37216 | $985.00 | $125,357.16
Participating: [ $100951.09 | greso0 | $101,749.09
Non - Participating: [ $23411.07 | $197.00 | $23.608.07
Retainage: [ g0o0 | $0.00 | $0.00
Stockpiled Materials: [ $0.00 | $0.00 | $0.00
Incentive: [ g0.00 | $0o0 | $0.00
Disincentive: [ g0o0 | $0.00 | $0.00
Liquidated Damage: [ $0.00 [ $0o0 | $0.00
Dther Adjustments: [ g0.00 | $0o0 | $0.00
Paid To Contractor: [ $12437216 | 398500 | $125,357.15

Liscrepancies
H:Deﬁcienl Payrolls: [ Civil Rights Rpt. Deficiency: [ ltem: [ v ‘
Subcontractors Paid - [~

Retainage: the Retainage fields show the amount being withheld as Retainage.
Stockpiled Materials: the Stockpiled Materials fields show the dollar value of
material in stockpiles on site but not installed in the works.

Incentive: the Incentive fields show the amount of contract specified Incentives
assessed. Not utilized by INDOT.

Disincentive: the Disincentive fields show the amount of contract specified
Disincentives assessed. Not utilized by INDOT.

Liquidated Damages: the Liquidated Damages fields show the amount of
Liquidated Damages charged against the contract.

Other Adjustments: the Other Adjustments fields show the amount of
adjustments or corrections to the contract earnings other than those indicated
above.

Paid to Contractor: the Paid to Contractor fields show the actual amount Paid
to the Contractor.
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¥ AASHTO SiteManager

File £ Services Window Help

Bl QW EIE

E Estimate Summary

Contract ID: |R 90004  Estimate Nb:  [0005
Previous This Total [$)
Estimate[z] [$) Estimate [$) To Date
Item E arnings: [ $124.37216 | $985.00 | $125,357.16
Participating: [ $100,951.09 | $7as00 | $101,749.09
Non - Participating: [ $23411.07 | #197.00 | $23.608.07
Hetainage: [ $000 | $000 | $0.00
Stockpiled Matenals: [ $0.00 | $0.00 | $0.00
Incentive: [ o000 | $000 | $0.00
Disincentive: [ $000 | $000 | $0.00
Liquidated Damage: [ $0.00 [ $000 | $0.00
Other Adjustments: [ o000 | $000 | $0.00
Paid To Contractor: [ $12437216 | $98E00 | $125,357.16
v p
H:Delicienl Payrolls: [ Civil Rights Rpt. Deficiency: [ ltem: [ v
Subcontractors Paid : [~

The lower portion of the window contains several indicators for possible Pay Estimate
Discrepancies. The appearance of a Discrepancy could hinder and delay the
processing of a Pay Request. In most cases the Discrepancy will have to be resolved
before processing of the pay estimate can be completed. Details of the Discrepancy
will be report in the Discrepancy Window. The types of Discrepancies indicated are:

¢ Deficient Payrolls: the Deficient Payrolls checkbox indicates that a payroll
report for the period covered is missing or incomplete.

e (Civil Rights Rpt. Discrepancy: the Civil Rights Rpt. Discrepancy checkbox
indicates that either a form MBE-2, MBE-3, WH-348 or PR-1391 for the period
1s missing or incomplete.

e Items: the Items checkbox indicates that a Discrepancy exists in either a work
Item quantity or with a material report associated to an Item.

e Other: the Other checkbox indicates that a deficiency Other than those shown
above exists.

“Click” on Close & button on the toolbar to exit.
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Viewing the Estimate Summary

Exercise D-2-2-T
Group Exercise

Look up the estimate summary for a previous Pay Estimate for contract R-90006.

Log into SiteManager as d90bclip
Password pass

Select User Group: PE/S

Navigate from the Main Panel:

“Double-Click” on Contractor Payments (+) icon
“Double-Click” on Estimate (+) icon
“Double-Click” on Estimate Summary icon
“Double-Click” on Contract ID: R-90006
“Double-Click” on Estimate Number: 0001

View Estimate Summary information

“Click” on the Close button located on the Toolbar.
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Viewing Estimate Discrepancies

This section will explain how to view discrepancies on an estimate.

There are four types of Discrepancies associated with an estimate:

1. Material Test Discrepancy

2. Milestone Event Discrepancy

3. Checklist Event Discrepancy

4. Contract Completion Date Discrepancy
Before an estimate is approved, the user must either resolve the discrepancy and
recalculate the estimate or override the discrepancy and add a remark in the remarks
balloon explaining why the discrepancy is overridden.

NOTE: All discrepancies must be resolved before the final estimate can be approved.

E SiteManager Panel
Main Panel T Contractar Paymentz(+] ]
S R BH
Contract Draily Wi ork, I::l:lr'ltf-fll::tl:.lr _ Change b aterialz Accessones(+]
Administration[+]  Reports(+] Fayrnents(+] Orders(+] b anagement(+]

T Contractor Payments[+] T Estimate(+]

E stirnate]+] Process List

“Double-click” on Estimate (+).

oL SiteManager Panel

| kd ain Panel Contractor Payments[+] T E stimate[+]
Generate E ztimate E-.-tlru-:lh: Estimate ltem  E stimate HIStDr_',' E ztimate E stimate

E ztimate Summary Dizcrepancy FPapbiook Approyal Tracking

“Double-click” on Estimate Discrepancy.
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ﬂ Select Contract and Estimate E|

Selection

Cantract | R -an004
Estimate | o004

Find : |

Contract

Contract 1D Yendor ID Fed State Proj Mbr Status County Lvl2 Lvl3 Lvl 4 Locatio

STP 3337005 lcos7 ~ fee0 | | [OMSR281AT OAKG

R -30006 99-9999933 STF 3387005 ACTY Cosv7 EEO OM 5F 261 AT D&K

R -90007 99-9993958 STF 3387005 ACTY Cosv7 EEO OM 5F 261 AT D&K

4 4
Cancel

The bottom panel contains the following columns:
¢ Contract ID: the Contract ID is the identification number assigned to the
contract.

¢ Vendor ID: the Vendor ID is the INDOT assigned identification number for the

Prime Contractor.
¢ Fed State Proj Nbr: the Fed State Proj Nbr is the unique identifier for the
project.

e Status: the Status column indicates current status of the project, Active, Pending,

Complete, or Archived.

¢ County: the County column shows the county where the majority of the work is

located.
Lvl 2: The Lvl 2 column shows the District office administering the contract.
Lvl 3: The Lvl 3 column is not utilized by INDOT.

Lvl 4: The Lvl 4 column is not utilized by INDOT.

Location Description 1: the Location Description 1 column contains the
description of the actual limit of the contract.

“Double-click” on the appropriate Contract ID.
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ﬂ Select Contract and Estimate EI

Selection
Contract | F-aooo4

(7 Estimate | ooos
Find: |

E stimate

Estimate Met Pay Period PM PM Last Appr. Last Appr. Est

Number End Date Uszer ID Appr. Date Uszer ID Date  Stat
EE $905 O0[05/26/07 | [o0/00/a0 | 00700700 ERD
$249 2907 18/07 dd0af [07/20/07  |dd0afaul 072007 [arRy
0003 $2,980.80|0841 8708 d30bci 09/0E/06 d30bicli 09/06/06  |APR
0002 395,766, 74|08/04 /06 d30bclip 09/0E/06 d30bclip 09/06/06  |APRY
0001 $25,375.37|07/18/06 d30bclip 08/22406 d30bclip 02/23/06  [APRY

1] 4 Cancel

The Select Estimate screen appears containing to following information:

Estimate Number: the pay estimate number for the data on this line.

Net Pay: the Net Payment for this estimate

Period End Date: the Period End Date is the final day of the estimate period.
PM User ID: the PM User ID is the SiteManager User ID of the PE/S generating
the Estimate.

PM Appr. Date: the PM Appr. Date is the date the PE/S approved the estimate
for payment.

Last Appr. User ID: the Last Appr. User ID is the SiteManager User ID of the
last (final) person approving the estimate for payment.

Last Appr. Date: the Last Appr. Date is the date that the Last Approver
consented to payment of the estimate.

Est. Stat.: the Est. Stat. is the current status of the Pay Request. Status will be
shown as either Approved (APRYV) or Pending (PEND).

“Double-click” on the appropriate Estimate Number. If the estimate is already open,
this step will be skipped.
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¥ AASHTO SiteManager

File Edit Services ‘Window Help

ERFTEE O

ﬂ Estimate Discrepancies

Contract ID: [R -30004 Estimate Nbr: 0004 Status: [APRY

Description Status By Resolve Resolyi ~
Date Time
Line Ibem # 9620710 /0017 has a deficient tested matl discre Unresolved 00400400 00:00:00
Line Ibem # 9620710 /0036 has a deficient tested matl discre Unresolved 00/00/00  00:00:00
Line lbem # 9620710 /0039 has a deficient tested matl discre Unresolved 00/00/00  00:00:00
Line Ibem # 9620710 /0044 has a deficient tested matl discre Unresolved 00400400 00:00:00
Line Item # 9620710 /0047 has a deficient tested matl discre Unresolved 00/00/00  00:00:00
Line bem # 9820714 /0002 has a deficient tested matl discre Unresolved 00/00/00  00:00:00
Line Ibem # 9820714 /0003 has a deficient tested matl discre Unresolved 00400400 00:00:00
Line Ibem # 9820714 /0005 has a deficient tested matl discre Unresolved 00/00/00  00:00:00

12 iz not reached. Unresalved

Line [tem # 9620710 /0007 has a deficient tested matl discre Unresolved O0/00/00  00:00:00 o

< ¥

The Estimate Discrepancies window opens containing the following information:
e Contract ID: the Contract ID is the identification number assigned to the contract
¢ Estimate Nbr: the Estimate Nbr indicates the pay estimate currently being
displayed.
e Status: the Status field indicates if the pay estimate being displayed has been
Approved or not.

The Lower Panel contains columns for:

1. Description: a Description of the Discrepancy.

2. Status: Status of the Discrepancy. If it has been Overridden or is still
Valid.

3. By: If the Discrepancy has been overridden, who authorized the Override.

4. Resolve Date: The Date the Discrepancy was resolved.

5. Resolve Time: Time the Discrepancy was resolved.

To view previous estimate discrepancies, “click” the “Open” & button on the toolbar.
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ﬂ Select Contract and Estimate

K

Selection
Contract | m-g0004
Estimate | oooa

Find: |

Estimate

E stimate Met Pay Period PM PM Last Appr. Last Appr. Est

Humber End Date Uszer ID Appr. Date User ID Date  Stat
[0005 | 3985 .0009/26/07 [o/o0700 [00700/00 _ FEND

- —— L [ | |

0003 $2,380.80(08/18/06 d30bclip 03/06/06 d30bclip 03/06/06  |APRY
0002 $95,766.74(08/04/06 d30bclip 09/06/06 d30bclip 03/06/06  |APRY
0001 $25,375.37|07/18/06 d30bclip 05/23/06 d30bclip 03/23/06  |APRY

118 Cancel

“Double-click” the appropriate Estimate Number.

¥ AASHTO SiteManager
File Edit Services Window Help

BT EE 0%

ﬂ Estimate Discre pancies
Contract ID: |F -90004 E stimate Mbr: 0004  Status: |APRY
Description Status By Resolve Resolvi ~
Date Time
Line Itern # 9620710 /0017 has a deficient tested matl discre Unresalved 0000400 00:00:00
Line Itern # 9620710 /0036 has a deficient tested matl discre Unresalved 00400400  00:00:00
Line Item # 9620710 /0033 has a deficient tested matl discre Unresolved 00/00/00  00:00:00
Line Itern # 9620710 /0044 has a deficient tested matl discre Unresalved 00400400  00:00:00
Line Itern # 9620710 /0047 has a deficient tested matl discre Unresalved 00400400  00:00:00
Line Itern # 9820714 /0002 has a deficient tested matl discre Unresalved 00400400  00:00:00
Line Itern # 9820714 /0003 has a deficient tested matl discre Unresalved 00400400  00:00:00
Line Itern # 9820714 /0005 has a deficient tested matl discre Unresalved 00400400  00:00:00
Line ltem # 9620710 /0007 has a deficient tested matl dizcre Unresolved 00400400 000000 o
< ¥

Viewing Discrepancies: In order to navigate to the correct window to view the
discrepancy, “click” on the discrepancy to be viewed.

“Click” the Navigation™ button.
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¥ AASHTO SiteManager
File Edit Services ‘Window Help

Bl EE O

E Estimate Discrepancies

Contract ID: [R -30004 Estimate Nbr:  [0004 Status: [&PRY
Description Status By Resolve Resolyi ~
Date Time
Line Ibem # 9620710 /0017 has a deficient tested matl discre Unresolved 00400400 00:00:00
Line bem # 9620710 /0036 has a deficient tested matl discre Unresolved 00/00/00  00:00:00
Line ltem # 9620710 /0039 has a deficient tested matl discre Unresolved 00400400 00:00:00
Line Ibem # 9620710 /0044 has a deficient tested matl discre Unresolved 00400400 00:00:00
Line ltem # 9620710 /0047 has a deficient tested matl discre Unresolved 00/00/00  00:00:00
Line tem # 9820714 /0002 has a deficient tested matl discre Unresolved 00400400 00:00:00
Line Item # 9320714 /0003 has a deficient tested matl discre Unresolved 00400400 00:00:00
Line bem # 9820714 /0005 has a deficient tested matl dizscre Unresolve 00/00/00  00:00:00
[ 0 d
00/00/00  0C:00:00 o
< ¥

Any override must be supplemented with a remark. Notice that the Remarks & button
has lines in it. This means that remarks have been made for the highlighted discrepancy.

¥ AASHTO SiteManager

File Edit Services Window Help

EREY &= (D &=

™ Estimate Discre pancies

R ks [G IR ks] -

Enter in remarks as to why this material discrepancy has to 005~ Status: [PEND
be overidden. |

Resolve Resolv ~
Date Time

10
Lire: Itern # 5 00/00/00  00:00:00

Lire: Itern # 5 00/00/00  00:00:00
Lire: Itern # 5 00/00/00  00:00:00
Lire: Itern # 5 00/00/00  00:00:00

Line Itern # S5207T0 /0072 has a deficient tested matl discre]Urresclved
Line Itern # 9620710 /0015 has a deficient tested matl discre| Urresolved
Line [tern # 9620710 /0017 has a deficient tested matl discre| Urresolved
Line Itern # 9620710 /0036 has a deficient tested matl discre| Urresolved 00400400 00:00:00
Line [tern # 9620710 /0039 has a deficient tested matl discre| Urresolved 00400400 00:00:00 s
< ¥

00/00/00  00:00:00
00/00/00  00:00:00
00/00/00  00:00:00

L]l e«

After the Override option is chosen from the drop-down list, the Remarks (General
Remarks) screen will open. This screen can also be seen by “clicking” on the Remarks
button located on the toolbar.

“Click” the Remarks & button to close the Remarks box.

“Click” the Close & button located on the toolbar.
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Viewing Estimate Discrepancies

Exercise D-3-2-T
Group Exercise

Log into SiteManager as d90bclip
Password pass

Navigate from the Main Panel:

“Double-Click” on Contractor Payments (+) icon
“Double-Click” on Estimate (+) icon

“Double-Click” on Estimate Discrepancy icon
“Double-Click” on Contract ID: R-90004
“Double-Click” on Estimate Number: 0004

“Click” on appropriate Estimate Discrepancies
“Click” on Navigations button located on the Toolbar
View the discrepancies information on that page
“Click” on the Close button on the Toolbar (Returns to the Estimate Discrepancies page)
“Click” on the Close button on the Toolbar.
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Resolving Estimate Discrepancies

This section will explain how to resolve discrepancies on an estimate.
There are four types of Discrepancies associated with an Estimate.

1. Material Test Discrepancy

2. Milestone Event Discrepancy

3. Checklist Event Discrepancy

4. Contract Completion Date Discrepancy

Before an estimate is approved, the user must either resolve the discrepancy and
recalculate the estimate or override the discrepancy and add a remark in the remarks

balloon explaining why the discrepancy is overridden.

NOTE: All discrepancies must be resolved before the final estimate can be approved.

E SiteManager Panel
Main Panel T Contractor Payments[+] ]
S X B
Contract [ aily Wt ark: Change kd aterialz Accezsaries(+]
Administration[+]  Feportz(+] Orders(+] bl anagement[+]

T Contractor Payments[+] T E stirnatel+]

E stimate(+] Process List

“Double-click” on Estimate (+).

E SiteManager Panel

| b ain Panel T Contractor Payments[+] T E stimate[+]
L F v
Generate E ztimate _E:z:tirnatE: Eztimate [tem  Estimate Hizton E ztimate E ztimate
E ztimate Summary Dizcrepancy Favbook, Approval Tracking

“Double-click” on Estimate Discrepancy.
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™ Select Contract and Estimate

R -30004 5 ACTY CORY OM SR 2671 AT 04k G

The Select Contract and Estimate window appears.
The Bottom Panel contains the following columns:
¢ Contract ID: the Contract ID is the identification number assigned to the
contract.
¢ Vendor ID: the Vendor ID is the INDOT assigned identification number for the
Prime Contractor.
¢ Fed State Proj Nbr: the Fed State Proj Nbr is the unique identifier for the
project.
e Status: the Status column indicates current status of the project, Active, Pending,
Complete, or Archived.
¢ County: the County column shows the county where the majority of the work is
located.
Lvl 2: The Lvl 2 column indicates the District office administering the contract.
Lvl 3: The Lvl 3 column is currently not utilized by INDOT
Lvl 4: The Lvl 4 column is currently not utilized by INDOT.
Location Description 1: the Location Description 1 column contains the
description of the actual limits of the contract.
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te Proj Nbr

g B6
93-3333333

05

STF 3387005

I

E Select Contract and Estimate g|
Selection
Contract | R -ao004
Estimate | ooo4
Find: |
Contract
Contract ID County Lvl2 Lvl3 Lvl4

OW SR 261 AT DAK G

F -30006 Coav7 EEO OM SR 261 AT D&k
F -30007 95-9399358 STP 3387005 Coav7 EEO OM SR 261 AT D&k
< >
Cancel
13 . ) . . .
Double-click” the appropriate Contract ID. If a contract is already open, then this step
will be skipped.
E Select Contract and Estimate E|
Selection
Contract | R 30004
Estimate | o005
Find: |
E stimate
Estimate Met Pay Period PM PH Last Appr. Last Appr. Est
Humber Uszer ID Appr. Date User ID Date Stat
wos | sssupon | wovw | lwoow e |
0004 d30afaul 07 /20407 d90af aul 07/20/07  [mPRY
0003 $2,980.80(08/13/06 d30bclip 03/06/06 d30bclip 03/06/06  |APRY
ooz $95,76E. 74(08/04/06 d30bclip 03/06/06 d90bclip 09/06/06  [mPRY
oo $25,375.37|07 /18706 d30bclip 05/ 23/06 d90bclip 05/23/06  |[mPRY
oK Cancel

The Select Estimate screen appears containing to following information:
The Lower Panel contains the columns for:

e Estimate Number: the pay Estimate Number for the data on this line.
e Net Pay: the Net Payment for this estimate
¢ Period End Date: the Period End Date is the final day of the estimate period.

e PM User ID: the PM User ID is the SiteManager User ID of the PE/S generating
the Estimate.

e PM Appr. Date: the PM Appr. Date is the date the PE/S approved the estimate
for payment.

e Last Appr. User ID: the Last Appr. User ID is the SiteManager User ID of the
last person approving the Pay Estimate for Payment.
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¥ Select Contract and Estimate g|
Selection
Contract | R -a0004
. Estimate | oo
Find: |
E stimate
E stimate Met Pay Period PM PM Last Appr. Last Appr. Est
Humber End Date User ID Appr. Date User ID Date  Stat
$385.0008/26/07 00/0000 PEND |
0004 $249.2507 18/07 d90afaul 07/20/07 |d30afaul 07/20/07  |APRY
0003 $2.980.80/08/18/06 d30bclip 09/06/06 d30bclip 09/06/06  |APRY
0002 $95,766.74/08/04/06 d30bclip 09/06/06 d30bclip 09/06/06  |APRY
0o $25,375.37|07/18/06 d30bclip 05/ 23/06 d30bclip 05/23/06  |APRY
0K Cancel

e Last Appr. Date: the Last Appr. Date is the date that the Last Approver
consented to payment of the estimate

o [Est. Stat.: the Est. Stat. is the current status of the Pay Request. Status will be
shown as either Approved (APRYV) or Pending (PEND).

“Double-click” on the appropriate Estimate Number. If the estimate is already open,
this step will be skipped.

M9 AASHTO SiteManager

File Edit Services ‘Window Help
By D2 ag- O™

ﬂ Estimate Discrepancies

Contract ID: |R -90004 E stimate Mbr: 0005  Status: |PEMD
Description Status By Resolve Resolw ~
Date Time
/0077 hss 3 deficient tested ma I T

Line ltem # 9620710 /0001 has a deficient tested matl discre| Unresolve
Lire Item # 3620710 /0002 has a deficient tested matl discre| Urresolved
Line Item # 3620710 /0005 has a deficient tested matl discre| Urnresolved
Line [tem # 9620710 /0008 has a deficient tested matl discre| Unresolved
Line [tem # 9620710 /0012 has a deficient tested matl discre| Unresolved
Line [tem # 9620710 /0015 has a deficient tested matl discre| Unresolved
Line ltem # 9620710 /0017 has a deficient tested matl discre| Unresolved
Lire Item # 3620710 /0036 has a deficient tested matl discre| Urresolved 00/00/00  00:00:00

Line Item # 9620710 /0039 has a deficient tested matl discre| Inresolved 00400400 00:00:00 .

£ 4

0000400 00:00:00
0000400 00:00:00
00400400 0C:0C:00
00400400 00:00:00
00/00/00  00:00:00
00/00/00  00:00:00
0000400 00:00:00

Ll Jefle ]« o)L«

The Estimate Discrepancies window opens containing the following information:
e Contract ID: the Contract ID is the identification number assigned to the contract
e Estimate Nbr: the Estimate Nbr indicates the pay estimate currently being
displayed.
e Status: the Status field indicates if the pay estimate being displayed has been
Approved.
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¥ Estimate Disc repancies

Contract ID: |R -30004 Estimate Mbr: 0005  Status: |PEND
Description Status By Resolve Resolvi ~
Date Time

10 /0077 has a defici sted matl di
Line Item # 9620710 /0001 has a deficient kested matl discre| Unresolved
Line Item # 9620710 /0002 has a deficient kested matl discre| Unresolved
Line ltem # 9620710 /0005 has a deficient tested matl discre| Unresolved
Lire Item # 3620710 /0008 has a deficient tested matl discre| Unresokved
Line Item # 9620710 /0012 has a deficient kested matl discre| Unresolved
Line Item # 9620710 /0015 has a deficient kested matl discre| Unresolved
Line Item # 9620710 /0017 has a deficient tested matl discre| Unresolved
Line ltem # 9620710 /0036 has a deficient tested matl discre| Unresolved 00/00/00  00:00:00

Line ltem # 9620710 /0039 has a deficient tested matl dizcre| Unresolved 0000400 00:00:00 o
S 4

00/00/00  00:00:00
00/00/00  00:00:00
00400400  00:00:00
00/00/00  0C:00:00
00/00/00  00:00:00
00/00/00  00:00:00
00/00/00  00:00:00

[l fleflflefa] o]«

The Lower Panel contains columns for:

1. Description: a Description of the Discrepancy.

2. Status: Status of the Discrepancy. If it has been Overridden or is still
Valid.

3. By: If the Discrepancy has been overridden, the SiteManager User ID of
the user authorizing the override.

4. Resolve Date: The Date the Discrepancy was resolved.

5. Resolve Time: the Time the Discrepancy was resolved.

To view previous estimate discrepancies, “click” the Folder Open & button located on
the toolbar.

E Select Contract and Estimate E|
Selection
Contract | R 30004
Estimate | o005

Find: |

E stimate

Estimate Met Pay Period PM PH Last Appr. Last Appr. Est

Humber d Date Uszer ID Appr. Date User ID Date Stat
0004 $249.25(07 1807 d30afaul 07 /20407 d90af aul 07/20/07  [mPRY
0003 42 980.80|08/18/06 d30bclip 09/08/06 d30bclip 09/06/0E  |aPRY
ooz $95,76E. 74(08/04/06 d30bclip 03/06/06 d90bclip 09/06/06  [mPRY
oo $25,375.37|07 /18706 d30bclip 05/ 23/06 d90bclip 05/23/06  |[mPRY

oK Cancel

“Double-click” the appropriate Estimate Number.
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Bl O
E Estimate Discrepancies

Contract ID: |R -30004 Estimate Mbr: 0005  Status: |PEND
Description Status By Resolve Resolvi ~
Date Time
Line Item # 9620710 /0077 has a deficient kested matl discre| Unresolved - 00400400 00:00:00
Line Item # | /0001 k & ed matl di E -

Line Item # 9620710 /0002 has a deficient kested matl discre| Unresolved
Line ltem # 9620710 /0005 has a deficient tested matl discre| Unresolved
Lire Item # 3620710 /0008 has a deficient tested matl discre| Unresokved 00400400  00:00:00
Line Item # 9620710 /0012 has a deficient kested matl discre| Unresolved 00400400 00:00:00

| 00/00/00  00:00:00
v

Line Item # 9620710 /0015 has a deficient kested matl discre| Unresolved z 00400400 00:00:00
v

00400400  00:00:00

Line Item # 9620710 /0017 has a deficient tested matl discre| Unresolved 00400400 00:00:00
Line ltem # 9620710 /0036 has a deficient tested matl discre| Unresolved 00/00/00  00:00:00
Line ltem # 9620710 /0039 has a deficient tested matl dizcre| Unresolved 0000400 00:00:00 o

< >

Resolving Discrepancies: In order to navigate to the correct window to resolve the
discrepancy, “click” on the discrepancy to be resolved.

“Click” the Navigation & button located on the toolbar.

This will navigate you to what needs to be done to correct the discrepancy.

Make the appropriate changes to resolve any discrepancies.

¥ AASHTO SiteManager

File Edit Services ‘Window Help

Rl O

I
ﬂ Estimate Discrepancies

Contract ID: R -30004 Estimate Nbr: 0005 Status: [PEND
Description Status By Resolve Resolw ~
Date Time
] /0001 h matl di |
Line Item # 9620710 /0002 has & deficient tested matl discre| Unresolved | 00400400  00:00:00
Line Item # 9620710 /0005 has & deficient tested matl discre| Unresolved | 00400400 00:00:00
Line ltem # 3620710 /0008 has a deficient tested matl discre| Unresolved = | 00400400 00:00:00
Line ltem # 3620710 /0012 has a deficient tested matl discre| Unresolved = | 00400400 00:00:00
Line Item # 9620710 /0015 has a deficient tested matl discre| Unresolved | 0000400  00:00:00
Line Item # 9620710 /0017 has & deficient tested matl discre| Unresolved | 00400400 00:00:00
Line ltem # 3620710 /00365 has a deficient tested matl discre| Unresolved = | 00400400 00:00:00
Line ltem # 3620710 /0033 has a deficient tested matl discre| Unresolved = | 00400400 00:00:00
Line Item # 9620710 /0044 has a deficient tested matl discre| Unresolved | 0000400 00:00:00 o
£ 4
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How to Correct Discrepancies;

Discrepancy Fix
Contract Completion Enter Contract Completion Date in the
Date Key Dates window. If additional days are
to be added to the contract, do so by
creating a time extension change order.
Refer to E-3 “Change Order Time Adjustments”
Key Dates and Critical Dates Enter appropriate date for the
*Work Begins Date corresponding Key Date in the Key Dates
*QOpen To Traffic Date window.
*Substantial Work Complete Date *These dates are also Critical Dates.
*Physical Work Complete Date Notify “”’ through an Outlook email about
*Accepted Date the Critical Date and contract number. The
*End of Sod Maintenance discrepancy will exist until Central Office
*Suspension of Work enters the date in the Critical Dates
*Ready for Final Payment Window.

Deficient Tested Materials Authorizing sample records that include
the test methods needed to resolve the
discrepancy.

Checklist Event Dates Enter the appropriate Checklist Event Date
in the Checklist Event Dates window.

Milestone Completion Dates Enter the appropriate Milestone date in the
Milestones window.

¥ AASHTO SiteManager
File Edit BEE0EER Window  Help

H Remarks Chrl4+-Al+R

M Process Staktus

Mavigation Chrl+5hift+1
Recalculate Discrepancies  Chrl+Shift+C

Estimate Mbr: 0005  Status: |PEMD

Resolve Resolvi ~
D ate Time

12/16/07 |10:10:65

Recalculating Discrepancies: Discrepancies can be recalculated after they are resolved.
From the Estimate Discrepancies screen, “click” Services, and then “click” Recalculate
Discrepancies.
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File Edit Services Window Help

ERMTFEEHE 0%

Contract ID: |R 90004 Estimate Mbr:  [0005  Status: [PEND
Description Status By Resolve Resolvi ~
Date Time
Lin e f I (N
Line Item # 9620710 /0002 has a deficient kested matl discre| Unresolved - 00400400 00:00:00
Line ltem # 3620710 /0005 has a deficient tested matl discre| Unresolved = | 00400400 00:00:00
Line Item # 9620710 /0008 has a deficient tested matl discre| Unresolved | 0000400  00:00:00
Line Item # 9620710 /0012 has & deficient tested matl discre| Unresolved | 00400400 00:00:00
Line ltem # 3620710 /0015 has a deficient tested matl discre| Unresolved = | 00400400 00:00:00
Line ltem # 3620710 /0017 has a deficient tested matl discre| Unresolved = | 00400400 00:00:00
Line Item # 9620710 /0036 has a deficient tested matl discre| Unresolved | 0000400  00:00:00
Line Item # 9620710 /0033 has & deficient tested matl discre| Unresolved | 00400400 00:00:00
Line ltem # 3620710 /0044 has a deficient tested matl discre| Unresolved = | 00/00/00  00:00:00 .
< ¥

Overriding Discrepancies: To override a discrepancy, go to the Estimate Discrepancy
window.

“Click” on the discrepancy Description to be overridden.

¥ AASHTO SiteManager

File Edit Services Window Help

BRIl d O%

ﬂ Estimate Discrepancies

Contract ID: | -30004

E stimate Nbr:

0005  Status: |PEND

Description Status By Resolve Resolwi ~
Date Time
d90bclip

Line ltem # 9620710
Line Item $# 9620710
Line Item # 3620710
Line Item # 3620710
Line Item # 3620710
Line Item # 3620710
Line Item # 3620710
Line Item # 3620710
Line Item # 3620710
<

! U L= ac

/0002 has a deficient tested mat| discre|
/0005 has a deficient tested matl discre|
/0008 has a deficient tested matl discre|
/00 2 has a deficient tested matl discre|
/005 has a deficient tested matl discre|
/0017 has a deficient tested matl discre
/0036 has a deficient tested matl discre

Unresolved

/0039 has a deficient tested mat! discre

Unresalved

/0044 has a deficient tested matl discre

Unresalved

00400400
00400400
00400400
00400400
00400400
00400400
00400400
00400400
00400400

00:00:00
00:00:00
00:00:00
00:00:00
00:00:00
00:00:00
00:00:00
00:00:00
00:00:00
4

In the Status drop-down list, “click” the expand arrow to the right of the current selection

and “click” the Override choice.

D-1-2-1
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M3 AASHTO SiteManager

File Edit Services ‘Window Help
BHlY == (=

¥ Estimate Disc repancies

Remarks [General Remarks] :

Enter a remark as to why this Estimate Discrepancy must be 005  Status: |PEND
overridden,

Resolve Resolv ~

Date Time
Line Item # 4 00/00/00  00:00:00
Line Item # 4 00/00/00  00:00:00
Line Itern # 9 00/00/00  0C:0C:00
Line Item # 4 00400400  0C:00:00

Line Item # 9620770 /0075 has a deficient tested mafl discre] Unresolved
Line Item # 9620710 /0017 has a deficient tested matl discre| Unresolved
Line ltem # 3620710 /0036 has a deficient tested matl discre| Unresolved
Lire Item # 3620710 /0033 has a deficient tested matl discre| Unresakved 00400400  00:00:00
Line Item # 9620710 /0044 has a deficient tested matl discre| Unresolved 00400400 00:00:00 s
< >

00400400  00:00:00
00/00/00  00:00:00
00400400  00:00:00

L]l fle]l«

Any override must be supplemented with a remark. After the Override option is chosen
from the drop-down list, the Remarks (General Remarks) screen will open.

This screen can also be seen by “clicking” on the Remarks ID button located on the
toolbar.

“Enter” the explanation for the override in the Remarks box.
“Click” the Remarks 5~ button to close the Remarks box.

Notice that the Remarks button & has lines in it. This means that remarks have been
made for the highlighted discrepancy.

Continue these steps to override additional discrepancies, if appropriate.
When changes are complete “click” the Save |E button located on the toolbar.

Estimate Discrepancies E|

‘1!1) Cwerridden Discrepancies Musk Have Remarks

This message will appear if remarks have not been associated to a discrepancy.
All discrepancies must either be resolved or overridden before approving an estimate.

“Click” the Close & button located on the toolbar.
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Resolving Estimate Discrepancies

Exercise D-1-3-T
Group Exercise

Log into SiteManager as d90bclip
Password pass

Navigate from the Main Panel:

“Double-Click” on Contractor Payments (+) icon
“Double-Click” on Estimate (+) icon

“Double-Click” on Estimate Discrepancy icon
“Double-Click” on appropriate Contract ID = R90004
“Double-Click” on appropriate Estimate Number = 0004
“Click” on appropriate Estimate Discrepancies Description
“Click” on the Navigation button located on the toolbar
Resolve discrepancy

“Click” on Services located on the toolbar

“Click” on Recalculate Discrepancies

“Click” on Save located on the toolbar

“Click” on Close located on the toolbar.
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Checking the Status of an Estimate (History)

This section will explain how to check the status of an estimate after it has been
generated, approved or rejected.

o SiteManager Panel
Main Panel T Contractor Payments(+] ]
S X E
Contract Craily e ark E:.:.r.r,r.a.::r,.:_.r _ Change kd aterialz Aocessones(+]
Adrministration[+]  Reportz(+] Pavrnents(+) Orders(+] b anagement+]

Contractor Paymentz[+] T E stirnate]+]

Contractor F'a_l,lments[+] T E stimate[+]
Generate E ztimate E ztimate Eztimate ltem [0S HI-.-tur_'r' E ztimate E ztimate
Estimate Summary Discrepancy Paybook, Approyal Tracking

“Double-click” on Estimate History.
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™ Contract g|

Selection

Fconnact | R -30004

Find :

Contract

Contract ID Yendor ID Fed State Proj Mbr Status County Lvl2 Lvl3 Lvl4d

R -30008
R -90007

STF 3337005 ACTY cos7 e | | [ONSR261ATDAKE

93-3333339 STP 3387005 ACTY Cos? EEO OM SR 261 AT DAK G
99-3333333 STP 3337005 ACTY Coa7 G660 0N SR 267 AT D&K G

OK Cancel

The Contract Selection Panel will appear with the following information:
The Bottom Panel contains columns for:

Contract ID: the Contract ID is the identification number assigned to the
contract.

Vendor ID: the Vendor ID is the INDOT assigned number identifying the Prime
Contractor.

Fed State Proj Nbr: the Fed State Proj Nbr is the assigned Federal or State
Project Number.

Status: the Status field indicates the current status of the contract, i.e. Pending,
Active, Complete, Archived.

County: the County field contains a letter and number code identifying the county
where the majority of the work is located.

Lvl 2: the Lvl 2 column indicates the District Office administering the contract.
Lvl 3: the Lvl 3 column is not utilized by INDOT.

Lvl 4: the Lvl 4 column is not utilized by INDOT.

Location Description 1: the Location Description 1 column is the description of
physical limits of the contract.

“Double-click” on the appropriate Contract ID. If the contract is already open, this step
will be skipped.
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¥ Estimate History

Contract ID: |R -30004 Descriptiond: ||NTEF|SECT|DN IMPROVEMENT &MD TRAFFIC 51

Estimate  Met Payp Period PM PE/S Last Appr. Last Appr. Est Est

Number | INDDT End Date User ID Appr. Date User ID Date  Stat Type

$985.00(03/26/07 00400400 [PEND [PROG |

noo4 $249.25 07 18/07 d30afaul 07/20/07 d90afaul O7/20/07  APRY PROG
ooo3 $2,980.8008/18/06 d30belip 05/06/08 d30bclip 03/06/06  APRY  PROG
oooz $95,766.74 08/04/06 d30belip 039/06/06 d30bclip 09/06/06  APRY  PROG
oo $25,375.37 07/118/06 d30bclip 08/23./06 di0belip 08/23/06  APRY PROG

Information about the estimate can be viewed.
Columns shown are:

Estimate Number: the Estimate Number is the sequential Pay Estimate Number
for the data shown. The starting estimate is on the first row.
Net Pay: the Net Pay is the amount paid to the contractor for the estimate.
Period End Date: the Period End Date is the end date for the estimate period.
PM User ID: the PM User ID is the SiteManger ID for the person approving the
pay estimate.
PM Appr. Date: the PM Appr. Date is the date the PE/S approved the pay
estimate for payment.
Last Appr. Date: the Last Appr. Date is the date final approval is given to make
the payment to the contractor.
Est Stat: the Est Stat is the Estimate Status Type as defined by the list given
below.

INAP Initial Apprl(s) Given (Need Pymt Apprl)

INVD Invalid (DWR unavailable)

APRYV Payment Approval Given

PEND Pending Approvals (estimate is generated, awaiting approvals)

MINM Estimate Approved, Payment is below Minimum

RJCT Rejected

Est Type: the Est Type is the Estimate Type as defined by the list given below.
FINL Final Estimate
PROG Progress Estimate
SUPL Supplemental Estimate

“Click” on the Close & button on the toolbar to exit.

D-1-2-1 Page 46 of 77



History - Checking the Status of an Estimate

Exercise D-1-6-1-T Group Exercise

Log into SiteManager as d90afaul
Password pass

Navigate from the Main Panel:

“Double-Click” on Contractor Payments (+) icon
“Double-Click” on Extimate (+) icon

“Double-Click” on Estimate History icon
“Double-Click” on Contract ID: R-90004

Information about the Contract Estimates can be viewed
“Click” on the Close button located on the Toolbar.
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Estimate Item Detail

This section will explain how to review the current generated estimate. The Estimate
Item Detail window displays the item quantities from authorized Daily Work Reports.

E SiteManager Panel
Main Panel Contractor Payments[+] ]
& B i S X HEHE
Contract Draily Wi ork, Contr: actar Change b aterialz Accessones(+]
Administration[+]  Reports(+] Fayrnents(+] Orders(+] b anagement(+]

“Double-click” on Contractor’s Payments (+) located on the Main Panel.

E SiteManager Panel

| Main Panel T Contractor Payments(+] T E stimate]+]

E stimate]+] Process List

“Double-click” on Estimates.

E SiteManager Panel
Main Panel T Contractar Payments(+] T Eztimate[+]
& L !
L“;jate E stimate Estimate E:s:tirnatE; ICI Estimate lterm  Estirate History E=tirmate
E stimate Summary Dizcrepancy Detai Paybaook Appraval

E shimate
Tracking

“Double-click” on Estimate Item Detail.
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Selection

E Contract E|

’% Contract |

Find : |
Contract

Contract ID Yendor 1D Fed State Proj Hbr Status County Lvl2 Lvl3 Lvl4 Locatio

lcos7  leeo | | [ONGSR 251 AT DAKE

1] Cancel

The C

ontract Selection Panel will appear with the following information:

The Bottom Panel contains columns for:

Contract ID: the Contract ID is the identification number assigned to the
contract.

Vendor ID: the Vendor ID is the INDOT assigned number identifying the Prime
Contractor.

Fed State Proj Nbr: the Fed State Proj Nbr is the assigned Federal or State
Project Number.

Status: the Status field indicates the current status of the contract, i.e. Pending,
Active, Complete, Archived.

County: the County field contains a letter and number code identifying the
County where the majority of the work is located.

Lvl 2: the Lvl 2 column indicates the District Office administering the contract.
Lvl 3: the Lvl 3 column is not utilized by INDOT.

Lvl 4: the Lvl 4 column is not utilized by INDOT.

Location Description 1: the Location Description 1 column is the description of
physical limits of the contract.

“Double-click” on the appropriate Contract ID.
If the contract is already open, this step will be skipped.
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File Services ‘Window Help

BRI EE%

Contract ID: |[R-90004  Estimate Nbr:  [0005
Project Line ltem Item Item Aty Installed Amt Installed
Mbr Mumber Code Description Thig Est. Thig Est.
ool 105-06845 COMSTRUCTION ENGINEERING
9620710 o002 105-07039 FIELD OFFICE. B 0 $0.00
9620710 0o0s 110-01001 MOBILIZATION AND DEMOBILIZATI 0 $D.DDv
< ¥
Quantity Amount
Bid: 1.000 18.200.00 Unit Price: 18,200.0000
Current: 1.000 18.800.00 Unit of Measure: LUMP SUM
Pending CO: .0og oo
Motified @ty: | 1000 18,500.00
Projected @ty: [ 1.000 18,500.00
Installed To Date: .020 376.00
Installed This Est: .0og 0.00
Paid Previously: 020 A7E.00 Dizcrepancies
Pay This Est: I—DDD 0.00 Deficient Tested Materials Ind:
Paid To Date: 020 376.00 Exceeds Allowed Overrun Ind: []

The Top Panel shows all the items on the selected generated Estimate. To view all of the
items scroll down.
The Top Panel contains the following columns:

¢ Project Nbr: the Project Nbr is the identifier unique to the project.

¢ Line Item Number: the Line Item Number is the number from the contract that
identifies this work item bid proposal.

¢ Item Code: the Item Code is the INDOT defined code that describes the work
item.

¢ Item Description: the Item Description is the Title of the Item.

e Qty Installed to Date: the Qty Installed to Date is the sum of all quantities for
this item authorized for payment as of the end date for Estimate or Estimates
shown.

e Amt Installed to Date: the Amt Installed to Date is the dollar value of Qty
Installed to Date.

¢ Qty Reported to Date: the Qty Reported to Date is the sum of all quantities for
an item reported on all DWR’s up to the end date of the estimate shown.

e Qty Authorized to Date: the Qty Authorized to Date is the sum of all approved
quantities, as reported on approved DWR’s, for an item up including those
approved after the end date of the estimate shown.

¢ Supplemental Description 1: Not utilized by INDOT.

¢ Supplemental Description 2: Not utilized by INDOT.

“Click” on Item Description in the top panel to view the details for that Item in the
Bottom Panel.
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¥ AASHTO SiteManager
File Wwindow  Help

L
Process Status

Ll e+l
v Yiew Estimate Chrl+Shift+T
Wiew Sample Checklist  Alk+I R 30004 Estimate Nbr: W
Estimate Item Paybook Chrl+Shift+y Item Qty Installed Amt Installed ~
T umber ode Description This Est. This Est.
96 1] 0ot 05 CONSTRUCTION ENGIMEERING $0.00
9620710 o002 105-07039 FIELD OFFICE. B 0 $0.00
9620710 0o0s 110-01001 MOBILIZATION AND DEMOBILIZATI 0 $0.00 -
b 4
Quantity Amount
Bid: 1.000 18.800.00 Unit Price: 18,800.0000
Current: 1.000 18.800.00 Unit of Measure: LUMP SLIM
Pending CO: .0og oo
Motified Qty:| 1000 18,800.00
Projected Qty: [ 1.000 18,800.00
Installed To Date: .020 376.00
Installed This Est: .0og 0.00
Paid Previously: 020 376.00 Discrepancies
Pay This Est: I—DDD 0.00 Deficient Tested Materials Ind:
Paid To Date: 020 376.00 Exceeds Allowed Overrun Ind: []

To view all contract items “click” on Services, then ‘“click” on View All.

¥ AASHTO SiteManager

File Services Window Help

BRI EE%

ﬂ Estimate Item Detail
Contract ID: |F -90004 E stimate Mbr: ELL
Project Project Item Item Aty Installed Amt Installed
Mbr Line Item Code Description To Date To Date
Number
TION, COMMON | zvood Faon)
0oog 205-06932 TEMPORARY CHECK DM, STRa&W 5.000 E2.2
v
< ¥
Quantity Amount
Bid: 3.505.000 70.100.00 Unit Price: 20.00000
Current: 3.505.000 70.100.00 Unit of Measure: Cubic Meter [m™
Pending CO: .0og .00
Motified Qty: 3.505.000 70.100.00
Projected Qty: 3,505,000 F0,100.00
Installed To Date: 37.000 740.00
Installed This Est: N/A N/A
Paid Previously: MN/A MN/A
Pay This Est: MN/A MN/A
Paid To Date: 37.000 740.00

All the items on the contract appear in the top panel. “Scroll” down to view
additional items.
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¥ AASHTO SiteManager

File Services Window Help

ERETEE S

ﬂ Estimate Item Detail

Contract ID:  |R -30004 Estimate Nbr: ALl
Project Project Item Item Aty Installed Amt Installed
Mbr Line ltem Code Description To Date To Date
INDOT Mumber
3620710 EXCAVATION, COMMON | awood 7400
9620710 0o0s 205-06932 TEMPORARY CHECK DaM, STRAW 5.000 E2.2
v
< ¥
Quantity Amount
Bid: 3.505.000 70.100.00 Unit Price: 20.00000
Current: 3,508.000 70,100.00 Unit of Measure: Cubic Meter [m™
Pending CO: .0og oo
Motified @ty:| 3505000 70,100.00
Projected Qty: 3,505.000 70,100.00
Installed To Date: 37.000 740.00
Installed This Est: N/A N/A
Paid Previously: N/A N/A
Pay This Est: N/A N/A
Paid To Date: 37.000 740.00

The detailed information for individual items appears in the bottom panel.
Information provided in the bottom panel includes:
Columns for:

¢ Quantity: the Quantity column presents data on units of work or an
item as defined by the Unit of Measure.

¢ Amount: the Amount column presents data on the dollar value of the
units of work as defined by the Unit Price.

Lines are given for the following data:

D-1-2-1

Bid: the Bid fields present the original (as bid) quantities and amount for the
item.

Current: the Current fields present the quantity and amount for an item as
modified by approved Change Orders.

Pending CO: the Pending CO field presents quantities and amounts for the
item from unapproved change orders.

Notified Qty: the Notified Qty is the point when if the Installed Quantity is
equal to or Greater than, then the Project Manager will be notified.
Projected Qty: the Projected Qty is the sum of the original bid quantity
plus approved change order quantities plus pending change order quantities
for a line item.

Installed to Date: the Installed To Date fields is the sum of all quantities
recorded on DWR’s that are authorized on Diaries that have not been on a
previous estimate and are posted on or before the current estimate date for a
line item.

Installed this Est.: the Installed this Est. field is the installed quantity of an
item able to be paid on the current open estimate.
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Quantity Amount
Bid: 3.505.000 70.100.00 Unit Price: 20.00000
Current: 3.505.000 70,100.00 Unit of Measure: Cubic Meter [m™
Pending CO: Q0o 0o
Motified @ty: [ 3505000 70,100.00
Projected Qty:| 2505000 70,100.00
Installed To Date: 37.000 740.00
Installed This Est: N/A N/A
Paid Previously: N/A N/A
Pay This Est: N/A N/A
Paid To Date: 37.000 740.00

¢ Paid Previously: the Paid Previously field shows the sum of the quantities

and amounts for an item paid on all previous estimates.

e Pay this Est: the Pay this Est. fields is the sum of all quantities recorded on
DWR’s that are authorized on Diaries that have not been on a previous
estimate and are posted on or before the current estimate date for a line item.

¢ Paid to Date: the Paid to Date fields present the quantity and amount paid
to date.

¥ AASHTO SiteManager

Process Status
E v Wiew All Chrl+Shift+L

Chrl+-Shift+T
Wiew Sample Checklist — Alt+1

R -30004 Estimate Mbr: ELL

| Estimate Item Paybook Chrl+Shift+Yy I Item Qty Installed Amt Installed ~
T ine [tem ode Description To Date To Date
INDOT Mumber
0 RCAVATION, COMMON | avod Faon)
9620710 00og 205-06932 TEMPORARY CHECK DM, STRaAW 5.000 E2.2
v
< ¥
Quantity Amount
Bid: 3.505.000 70.100.00 Unit Price: 20.00000
Current: 3,505.000 70.100.00 Unit of Measure: Cubic Meter [m™
FPending CO: ] .00
Motified Qty: | 3505000 70,100.00
Projected Gty:[ 3505000 70,100.00
Installed To Date: 37.000 740.00
Installed This Est: N/A N/A
Paid Previously: N/A N/A
Pay This Est: M/A M/A
Paid To Date: 37.000 740.00

“Click” on Services, then “click” on View Estimate to return to the generated estimate
information.

D-1-2-1 Page 53 of 77



¥ AASHTO SiteManager
File Services Window Help

BRI 2

ﬂ Estimate Item Detail

Contract ID: |R -30004 Estimate Mbr: ELL

Project Project Item Item Aty Installed Amt Installed
Mbr Line ltem Code Description To Date To Date
INDOT Number
HCAVATION, COMMON | oo 7400
9620710 ooog 205-06932 TEMPORARY CHECK DAk, STR&MW 5.000 E2.2
v
< | 3
Quantity Amount
Bid: 3.505.000 70.100.00 Unit Price: 20.00000
Current: 3.505.000 70,100.00 Unit of Measure: Cubic Meter [m™
Pending CO: .0og oo
Motified @ty: | 3505000 70,100.00
Projected @ty: | 3505000 70,100.00
Installed To Date: 37.000 740.00
Installed This Est: N/A N/A
Paid Previously: N/A N/A
Pay This Est: N/A N/A
Paid To Date: 37.000 740.00

Individual items on estimates that have been generated, but not approved, can be
reviewed in this window.
The top panel requires the user to scroll to view all items and details of these

“Click” on the Close & button located on the toolbar.
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Estimate Item Detail

Exercise D-1-4-T Group Exercise

Log into SiteManager as d90bclip
Password pass

Navigate from Main Panel:

“Double-Click” on Contractor Payment (+) icon
“Double-Click” on Estimate (+) icon
“Double-Click” on Estimate Item Detail icon
“Double-Click” on Contract ID: R-90004
“Click” on Item Description: Excavation, Common
To view all Estimates:

“Click” on Services located on the Toolbar
“Click” on View All

Review all items associated to the Contract
“Click” on Close located on the Toolbar.
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ESTIMATE ITEM PAYBOOK

This Estimate Item Paybook is a view only window showing the payment history for a
Contract Item. The Estimate Item Paybook window displays the item quantities from

authorized Daily Work Reports.

o SiteManager Panel
Main Panel T Contractor Payments(+] ]
S R HE
Contract Craily e ark E:.:.r.r,r.a.::r,.:_.r _ Change kd aterialz Aocessones(+]
Adrministration[+]  Reportz(+] Payrnents(+] Orderz(+] M anagement|+]

To view this window, “double-click” on Contractor’s Payments (+) located on the Main

Panel.

™ SiteManager Panel
Main Panel T Contractor Payments[+]

T E stimate[+]

E stimate(+] Process List

“Double-click” on Estimate (+).

E SiteManager Panel

td ain Panel Contractar Papments[+] E stimate[+]

IL'&’

Estirnate ltern [N a B0 E ztimate E stimate
Paybook Approval Tracking

Tinofs

™
n

il
i

Generate E ztimate E ztimate
E ztimate Summary Digcrepancy

“Double-Click” on the Estimate Item Paybook icon.
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¥ Select Contract and Line Item g|

Selection

Contract |
" Line ltem |

Find: |

Contract

Contract 1D Yendor ID Fed State Proj Mbr Status County Lvl2 Lvl3 Lvl4d Locatio
lcosr leso | | owsmzeraroskc
R -30006 99-3399339 STP 3387005 ACTY cosv? EEO OM SR 261 AT 0AK §
R -30007 99-3399388 STP 3387005 ACTY cosv? EEO OM SR 261 AT 0AK §
< ¥
Cancel

The Contract Selection Panel will appear with the following information:
The Bottom Panel contains columns for:

Contract ID: the Contract ID is the identification number assigned to the
contract.

Vendor ID: the Vendor ID is the INDOT assigned number identifying the Prime
Contractor.

Fed State Proj Nbr: the Fed State Proj Nbr is the assigned Federal or State
Project Number.

Status: the Status field indicates the current status of the contract, i.e. Pending,
Active, Complete, Archived.

County: the County field contains a letter and number code identifying the county
where the majority of the work is located.

Lvl 2: the Lvl 2 column indicates the District office administering the contract.

Lvl 3: the Lvl 3 column is not utilized by INDOT

Lvl 4: the Lvl 4 column is not utilized by INDOT.

Location Description 1: the Location Description 1 column is the description of
actual limits of the contract.

“Double-Click” on the appropriate Contract ID, if not previously selected.
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ﬂ Select Contract and Line Item g]
Selection
Contract | -g0004
Line ltem |

Find: |
Line Item

Cont Id Prj Mbr  Project Item Cd Desc Su A

INDOT Line Mbr
R -90004 9620710 0004 106-03259 GQUALITY ASSURANCE ADJUSTMENT
R -90004 9620710 0005 110-01001 FCBILIZATION AMD DEMOBILIZATION
R -90004 9620710 0006 201-52370 CLEARING RIGHT OF WAy
R 80004 9520710 KA ATION, COMMON
R -90004 9620710 0005 205-06932 TEMPORARY CHECK DAM, STRAW BALES
R -90004 9620710 0009 205-06933 TEMPORARY DITCH INLET PROTECTICN w
< >

114 Cancel

The Select Line Item window appears.
In the Bottom Panel are columns for:

additional description of the item.

additional description of the item.

Cont ID: the Cont ID column is Contract ID for each line.

Prj Nbr: the Proj Nbr is the Project Number of the line item

Ln Itm Nbr: the Ln Itm Nbr is the Line Item Number.

Item Cd: the Item Cd is the Item Code for the work activity under this item.
Desc: the Desc is the Description or Title of the Item.
Supplemental Description 1: for items added by Change Order this will provide

Supplemental Description 2: for items added by Change Order this will provide

“Double-click” the appropriate Prj. Nbr with the associated Ln Itm Nbr.
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¥ AASHTO SiteManager

File Services Window Help

EREY =

ﬂ Estimate Item Paybook

Contract ID: | -90004 Pri Hbr:  |3620710 Ln ltm Mbr: (0007

<

Prj
Nbr

Cat Ln Itm Item Item
Mbr  Mbr Code  Description

o007 |0007  [203-02000  [EXCAVATION, COMMON

0005

Estimate Period  Approver Approval Total Amt. Adjmnt [+] Adjmnt [-]
Nbr

Date

wo ol

071807 d30afau
09/26/07 00/00/00 700.00 .00 .00|

NOTE: The Item payment history displays in chronological order meaning the oldest

Estimate Item displays on the first row. Thus, it is possible that the last row has
yet to be paid.

Also, contract items that have not been on an estimate will not appear in the
Paybook.

The Lower Panel has the following columns:

Estimate Nbr: the Estimate Nbr is the sequential Project Pay Estimate for the
data presented

Period End Date: the Period End Date is the closing date for the Estimate Nbr
given above.

Approver User ID: the Approver User ID is the SiteManager User ID of the
PE/S approving the estimate.

Approval Date: the Approval Date is the date the pay estimate was approved by
the PE/S.

Total Amt.: the Total Amt. is the amount paid for the Line Item on the Pay
Estimate.

Adjmnt (+): the Adjmnt (+) is the sum of all positive adjustments to line item on
the pay estimate.

Adjmnt (-): the Adjmnt (-) is the sum of all negative adjustments to line item on
the pay estimate.

“Click” the Open & button on the toolbar to select another item.

Repeat this process until appropriate items have been viewed.

“Click” the close & button located on the toolbar.
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Estimate Item Paybook

Exercise D-5-T Group Exercise

Log into SiteManager as d90bclip
Password pass

Navigate from the Main Panel:

“Double-Click” on Contractor Payments (+) icon

“Double-Click” on Estimate (+) icon

“Double-Click” on Estimate Item Paybook icon

“Double-Click” on Contract ID: R-90004

“Double-Click” on Prj Nbr:9620710 with the associated Ln Itm Nbr:0036
View the information for Ln Itm Nbr: 0036 Safety Metal End Section, 6:1, 375mm
“Click” the Open button located on the Toolbar

“Double-Click” on Prj Nbr: 9620710 with the associated Ln Itm Nbr: 0007
View the information for Ln Itm Nbr: 0007 Excavation, Common

“Click” on the Close button located on the Toolbar.
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Deleting an Estimate

This section will explain how to delete an estimate after it has been generated and before
it is approved.

A pending estimate can be deleted, prior to any approval process, in two ways.
¢ Generating a new estimate that includes the same time period as the pending
estimate. The user will then confirm the desire to delete the pending estimate.
Deleting the estimate from the Estimate History screen.

o SiteManager Panel
Main Panel T Contractor Payments(+] ]
S R HE
Contract Craily e ark E:.:.r.r,r.a.::r,.:_.r _ Change kd aterialz Aocessones(+]
Adrministration[+]  Reportz(+] Payrnents(+] Orderz(+] M anagement|+]

T Contractor Payments[+] T E stirnatel+]

E stirnate]+] Process List

“Double-click” on Estimates (+).

E SiteManager Panel

Main Panel T E stimate[+] T
L O ¢
Generate E stimate E stimate Estimate ltern  [BHUOEURRlEEG  Estimate E stimate
Estimate Summary Discrepancy Fapboolk. Approyal Tracking

“Double-click” on Estimate History.
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Selection

E Contracts g]

’%Eontlact | R 30004

Find : |

Contract

Contract 1D Yendor ID Fed State Proj Mbr Status County Lvl2 Lvl3 Lvl 4
lcosr feeo | | |OMSR281ATOMKE
R -30006 99-9999933 STF 3387005 ACTY Cosv7 EEO OM 5F 261 AT D&K
R -30007 939393338 STF 3387005 ACTY cosv? EED OM SR 261 AT D&K 3
< ¥
114 Cancel

The Contract Selection Panel will open with the following information:
The Bottom Panel contains columns for:

Contract ID: the Contract ID is the identification number assigned to the
contract.

Vendor ID: the Vendor ID is the INDOT assigned number identifying the Prime
Contractor.

Fed State Proj Nbr: the Fed State Proj Nbr is the assigned Federal or State
Project Number.

Status: the Status field indicates the current status of the contract, i.e. Pending,
Active, Complete, Archived.

County: the County field contains a letter and number code identifying the county
where the majority of the work is located.

Lvl 2: the Lvl 2 column indicates the District Office administering the contract.
Lvl 3: the Lvl 3 column is not utilized by INDOT.

Lvl 4: the Lvl 4 column is not utilized by INDOT.

Location Description 1: the Location Description 1 column is the description of
physical limits of the contract.

“Double-click” on the appropriate Contract ID. If the contract is already open, this step
will be skipped.
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F AASHTO SiteManager

File Services ‘Window Help

ElRMET S g

ﬂ Estimate History

Delete NOTE: Do NOT
delete this estimate
in the training

Contract ID: |R -30004 Descriptiond: ||NTEF|SECT|DN IMPROVEMENT &MD TRAFFIC 51 .
database. It will be
Estimate  Net Pay Period PM PE/S Last Appr.  Last Appr. Est Est .
Humber INDOT End D ate Uszer ID Appr. Date Uszer ID Date  Stat Type used m the
F'El'-l ] F' ROG 1
o004 $249.250718/07 dS0afaul 07/20/07 d30afaul 07/20/07  APRY PROG apprOVIHg an
0oo3 $2,980.8008/18/06 d30belip 039/06/06 d30bclip 09/06/06  APRW FROG estlmate exerClse‘
oooz2 $495,76E. 74 08/04/06 d3lbclip 09/06/06 di0belip 09/06/06  APRY PROG
oood $25,375.37 07 18/06 d30bclip 08/23./06 di0belip 08/23/06  APRY PROG

The Select Estimate screen appears containing to following information:
In the Upper Panel;

Contract: the Contract ID number for the data being displayed
Description 1: The Description 1 is the title or name of the contract

The Lower Panel contains the columns for:

Estimate Number: the pay Estimate Number for the data on this line.

Net Pay: the Net Payment for this estimate

Period End Date: the Period End Date is the final day of the estimate period.
PM User ID: the PM User ID is the SiteManager User ID of the person
generating the Estimate.

PM Appr. Date: the PM Appr. Date is the date the PE/S approved the estimate
for payment.

Last Appr. User ID: the Last Appr. User ID is the SiteManager User ID of the
last person approving the pay estimate for payment. Usually applies only to the
Final Pay Estimates.

Last Appr. Date: the Last Appr. Date is the date that the Last Approver
consented to payment of the estimate. Usually applies only to Final Pay
Estimates.

Est. Stat.: the Est. Stat. is the current status of the Pay Request. Status will be
shown as either Approved (APRYV), Pending (PEND) or Below Minimum
(MINM).

“Click” on the appropriate Estimate Number, then “click” on the Delete <7 button
located on the toolbar.
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I

AASHTO SiteManager

:.p Do wou realky want to delete estimate 00027

-
Yes | Mo |

“Click” Yes, if appropriate. After the estimate is deleted, the Contract will revert to the
status before the deleted estimate was generated.

¥ AASHTO SiteManager

File Services Window Help

BT == 00

ﬂ Estimate History

Contract ID: |F -30004 Descriptiond: ||NTEF|SECT|DN IMPROVEMENT AND TRAFFIC 51
Estimate  Net Pay Period PM PE/S Last Appr.  Last Appr. Est Est
Humber INDOT End Date User ID Appr. Date User ID Date  Stat Type
00os $9585.00 09/26/07 000000 00400400 PEMD FROG
noo4 $249.250718/07 d30afaul 07/20/07 d30afaul 07/20/07  APRY FROG
ooo3 $2,980.8008/158./086 d30belip 09/06/08 d30belip 09/06/06 APRY  PROG

nooz2 $35, 766,74 08/0

oo

4./06 d30bclip 03/06/06 d30bclip
g/ 05

03/06/06
[

NOTE: An approved estimate or an estimate that has been approved once and is awaiting
additional approval (Final) cannot be deleted.

“Click” on the Close & button on the Toolbar to exit Estimate History.
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Deleting an Estimate

Exercise D-1-6-1-T
Group Exercise

Log into SiteManager as d90bclip
Password pass

Navigate from the Main Panel:

“Double-Click” on Contractor Payments (+) icon
“Double-Click” on Estimates (+) icon

“Double-Click” on Estimate History icon

“Double-Click” on appropriate Contract ID R90004
“Click” on Estimate Number 0004

“Click” on Delete located on the Toolbar

“Do you really want to delete estimate 0003? “Click” Yes
“Click” on Close located on the Toolbar.
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Approving an Estimate

This section will explain how to approve an estimate.
After the contractor’s signs the estimate, the PM approves the estimate.

E SiteManager Panel
Main Panel T Contractar Paymentz(+] ]
S R BH
Contract Draily Wi ork, I::l:lr'ltf-fll::tl:.lr _ Change b aterialz Accessones(+]
Administration[+]  Reports(+] Fayrnents(+] Orders(+] b anagement(+]

T Contractor Paymentz[+] T E stirnate]+]

E stimate(+] Frocess List

“Double-click” on Estimate (+).

E S5iteManager Panel

b ain Panel Contractar Payments(+] T Estimate[+)
Generate E ztimate E ztimate Eztimate Itern  Eztimate HIStDrj,' E stimate E ztimate

E ztimate Surmmarny Digcrepancy Faybool, Approval Tracking

“Double-click” on Estimate Approval.
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Selection

ﬂ Select Contract{Estimate

’% Cantract

Find: |

Contract

Contract ID Yendor ID Fed State Proj Nbr Status County Lvl2 Lvl3 Lvl4

lcos7  lgeo | [ [OMSR2E1AT OBKE

The Contract Selection Panel will open with the following information:

Contract ID: the Contract ID is the identification number assigned to the
contract.

Vendor ID: the Vendor ID is the INDOT assigned number identifying the Prime
Contractor.

Fed State Proj Nbr: the Fed State Proj Nbr is the assigned Federal or State
Project Number.

Status: the Status field indicates the current status of the contract, i.e. Pending,
Active, Complete, Archived.

County: the County field contains a letter and number code identifying the county
where the majority of the work is located.

Lvl 2: the Lvl 2 column indicates the District Office administering the contract.
Lvl 3: the Lvl 3 column contains is not utilized by INDOT.

Lvl 4: the Lvl 4 column contains is not utilized by INDOT.

Location Description 1: the Location Description 1 column is the description of
physical limits of the contract.

“Double-click” on the appropriate Contract ID.
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¥ AASHTO SiteManager,

File Services indow Help
Bl?E D= g

ﬂ Estimate Approve

Contract ID:  |R -30004 Estimate Nbr: 0005

Generated By: |dSDafauI On: |DS.:’2BHD? |1 0:32:24:06000  Type: PROG

PE/S | [~ [oo/oo/oo fooooon

The Estimate Approval Level window opens.
Information fields shown are:

e Contract ID: the Contract ID is the identification number assigned to the
contract.

e Estimate Nbr: the Estimate Nbr is the system assigned sequential Pay Estimate
Number for the data shown.

¢ Generated By: the Generated By is the SiteManager User ID of the person
generating the Estimate.

¢ On: the On fields display the Date and Time the estimate was forwarded for
approval.

¢ Type, PROG: The Progress Type estimate is a partial payment for work
performed by the contractor during the period of time indicated.
Note: PE/S will only generate Progress estimates.

e Type, FINAL: The Final Type estimate is the final and last progress payment for
the contract.

NOTE: When the PE/S is notified that a Final Estimate is to be generated. The
PE/S will generate the Final Estimate and the Contract will be locked. The
Final Estimate will also be approved by the District Final Records Review and
Central Office Final Review.
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¥ AASHTO SiteManager

File Services ‘Window Help

ElFY D gl

¥ Estimate Approve

Contract ID: |R -30004 E stimate Nbr: 0005

Generated By: [d30afaul On: 09/26/07  [10:322405000  Type: PROG

PE/S | lovoovoo_]joooooo ||

“Click” the check box next to appropriate user group to approve the estimate.

“Click” the Save B button located on the toolbar.

AASHTO SiteManager |

@ Untesalved discrepancies exist an this estimate, Continue 7

Yes Mo |

If this message appears, “click” No.

Refer to the Resolve Estimate Discrepancies section of this module to resolve or
override the discrepancy.

Client Job Monitor x|

@ Process CCPESTAP submitted.

“Click” OK.

DPS5 Status Monitor x|

@ Profile CCPESTAR for process CCPESTAR has completed
“Click” OK.
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The following error messages could appear as a result of process checks performed
during estimate generation.

Estimate Approval Error E

@ Estimate 0004 on Contract R -25666 cannot be processed because of the following reasonis)...

1. Additional funding needed for Project 9707474,

This message appears if the funding level available is less than the Estimate amount
payable.

Estimate Approval Error n

i Estimate 0001 on Contract B -23660 cannot be processed because of the Following
reason(s)...

1. Project Cumulative Amount For Project 9300090 is negative.

%

This message appears if a negative Estimate amount payable has been generated.

Estimate Approval Error n

|| Estimate 0001 on Contract B -23660 cannot be processed because of the Following
reasonis)...

1. Estimate amount For Project 9300090 is between $0.00 and $1.00,

N

This message appears if the Estimate amount generated is greater than $0 and less than
$1 for the project.

Estimate Approval Error n

B Estimate 0001 on Contract B -25227 cannot be processed because of the Following
reasonis)...

1. Quantity Far the pay item PROJECT ESTIMATE ADJUSTMENT on Project 9610830
does not equal 0.

X

This message appears when Item # 108-08463 (Project Estimate Adjustment) does not
equal $0.00 on the Final Estimate.
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Estimate Approval Error H

Estimate 0001 on Contract B -25224 cannot be processed because of the fallawing
reason(s)...

1. Project 96108380, Iterm 110-01001 has a cumulative quantity greater than 1.0. LS.

¥ o]

This message appears if the quantity posted to a “L.S” item is greater than 1.0 for a
progressive or final estimate.

Estimate Approval Error n

Estimate 0001 on Contract B -25858 cannot be processed because of the following
= reasonis)...

1. Additional funding needed For Project 9900930,

2, Quantity For the pay item CONTRACT LIENS on Project 9900930 does not equal 0,

k
This message appears if the quantity for line item “Contract Liens” is not equal to
“$0.00” on the final estimate.

Estimate Approval Error,

6 Estimate 0002 on Contract R -25666-G cannot be processed because of the Following reason(s). ..

1. Error SMwW: Contact the SiteManager System Administrator,

Contact the SiteManager System Administrator is this message is received

M9 ARSHTO SiteManager

File Services ‘Window Help

ERMTE DEE g

¥ Estimate Approve

Contract ID: |R -50004 Estimate Nbr: 0005

Generated By: |d80afaul On: |DS.:’2BHU? |1U:32;24:UBUDU Type: [PROG

PE/S |

Once the Approved box is checked, the date, time and SiteManger User ID of the
approver will appear in the adjacent boxes.

“Click” the Close & button on the toolbar to exit.
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Approving an Estimate

Exercise D-7-T
Group Exercise

Log into SiteManager as d90afaul
Password pass

Navigate from the Main Panel:

“Double-Click” on Contractor Payments (+) icon

“Double-Click” on Estimate (+) icon

“Double-Click” on Estimate Approval icon

“Double-Click” on appropriate Contract ID R90004

“Click” on checkbox next to PE/S

“Click” on Save located on the Toolbar

Process CCPESTAP submitted.: “Click” on OK

Profile CCPESTAP for process CCPESTAP has completed: “Click” on OK
“Click” on Close button located on the Toolbar.
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Tracking the Approval Process

This section will explain how to track the approval process of an estimate.

o SiteManager Panel
Main Panel T Contractor Payments(+] ]
S X E
Contract Craily e ark E:.:.r.r,r.a.::r,.:_.r _ Change kd aterialz Aocessones(+]
Adrministration[+]  Reportz(+] Pavrnents(+) Orders(+] b anagement+]

T Contractor Paymentz[+] T E stirnate]+]

Contractor F'ayments[+] T
Generate E stimate E ztirmate Eztimate tern  Eztimate Histon E ztimate E stimate
E stimate Surnmary Dizcrepancy Paybook, Approval Tracking

“Double-click” on Estimate Tracking.
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E Select Contract and Estimate

Selection
Contract | R-g0004
Estimate | 0005, 985,00

Find :

Contract

Contract ID Yendor ID Fed State Proj Mbr Status County Lvwl2 Lvl3 Lvl4 Locatio

R -50006
R -30007

STP 3387005 ACTY cosr Jeeo | | |ONSR 251 AT OAKG
599333333 STP 3267005 ACTY cogv B60 ON SR 261 AT 04K G
933933955 STP 3387005 ACTY cog? BED ON SR 261 AT DAK

The Contract Selection Panel opens with the following information:

¢ Contract ID: the Contract ID is the identification number assigned to the
contract.

¢ Vendor ID: the Vendor ID is the INDOT assigned number identifying the Prime
Contractor.

e Fed State Proj Nbr: the Fed State Proj Nbr is the assigned Federal or State
Project Number.

e Status: the Status field indicates the current status of the contract, i.e. Pending,
Active, Complete, Archived.

¢ County: the County field contains a letter and number code identifying the
County where the majority of the work is located.

e Lvl 2: the Lvl 2 column is the District Office administering the contract.

e Lvl 3: the Lvl 3 column is not utilized by INDOT

e Lvl 4: the Lvl 4 column is not utilized by INDOT.

[

Location Description 1: the Location Description 1 column is the description of
physical limits of the contract.

“Double-click” on the appropriate Contract ID.
If the contract has already been opened, this step will be skipped.
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Selection

E Select Contract and Estimate

Contract | R-g0004

E stimate |

%_

Find :

Estimate

E stimate Met Pay Period PM PM Last Appr. Last Appr. Est
Number End Date User 1D Appr Dale User 1D Date Stat
0o0& F00R 000926407 90 a5 1] 2; Y
0004 $249 25 071 BHD? dSDafauI D?H2DHD? dSDafauI D?H2DHD? ISPRY
0003 $2,980.80(081 8408 d90bclip 0306 /06 430k lip 03/06/06  |[APRW
0opz 435 7EE.74|08,/04./08 d30bclip 09/06/08 d90bclip D3/0E/0E  |[APRY
0o $25,375.37|0718/06 dI0bclip 05/23/06 d90bclip 08/23/06  |AFRY

OK Cancel

The Select Estimate screen opens containing to following information:

Estimate Number: the pay Estimate Number for the data on this line.

Net Pay: the Net Payment for this estimate

Period End Date: the Period End Date is the final day of the estimate period.
PM User ID: the PM User ID is the SiteManager User ID of the PE/S generating
the Estimate.

PM Appr. Date: the PM Appr. Date is the date the PE/S approved the estimate
for payment.

Last Appr. User ID: the Last Appr. User ID is the SiteManager User ID of the
last person approving the pay estimate for payment. Usually applies only to the
Final Pay Estimates.

Last Appr. Date: the Last Appr. Date is the date that the Last Approver
consented to payment of the estimate. Usually applies only to Final Pay
Estimates.

Est. Stat.: the Est. Stat. is the current status of the Pay Request. Status will be
shown as either Approved (APRYV) ,Pending (PEND) or Below Minimum
(MINM).

“Double-click” on the appropriate Estimate Number.
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¥ AASHTO SiteManager

File Services ‘Window Help

By ==
ﬂ Estimate Tracking
Contract ID: |R -30004 E stimate Nbr: 0005

Date Time User ID

Generated [pg/26/07  [10:32:24 |d90afaul

PES [1246/07  [01:24:13 |d30belip

The Estimate Tracking window opens allowing the tracking of Estimate generation,
approval or rejection.

Information displayed in this window includes:

e Contract ID: the Contract ID is the identification number assigned to the
contract.

e Estimate Nbr: the Estimate Nbr is the system generated sequential Pay Estimate
Number for the data shown.

¢ Generated: the Generated line indicates the Date, Time, and SiteManager User ID
of Estimate Generation.

¢ PE/S: The PE/S line shows the Date, Time, and SiteManager User ID of the
Project Engineer/Supervisor approving the Estimate.

The list shows that the estimate has been generated, but has not been approved.

NOTE: All user groups associated with the approval process will be listed. For
Progressive Estimates this is only the PE/S. For Final and Supplemental Estimates there
will be additional levels of approval shown.

The window now indicates that the estimate has now been approved. When the estimate
has been approved by the PE/S, the Project Engineer/Supervisor approval Date, Time,
and UserlID appears.

“Click” the Close & button located on the toolbar to exit.
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Tracking the Approval Process
D-1-9-T Group Exercise

Log into SiteManager as d90bclip
Password pass

Navigate from the Main Panel:

“Double-Click” on Contractor Payments (+) icon
“Double-Click” on Estimate (+) icon

“Double-Click” on Estimate Tracking icon
“Double-Click” on appropriate Contract ID R90004
“Double-Click” on appropriate Estimate Number 0004
Review Estimate Tracking information

“Click” on Close located on the Toolbar.
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